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Why feel these copies? 


Why? To prove that they are 
mimeographed on bard-finish 
paper! And this is only one of 
the bonus features of MOD-~ 
ERN mimeographing which 
is still unmatched for over-all 
economy. Others include 
duplicating in 4 or more 
colors at one time... and 
mimeographing on almost 
every kind of paper and card 
stock. Speed? Yes! Up to 180 
copies a minute. 


A 


A:B 


THE FIRST NAME IN MIMEOGRAPHING 


Such extra versatility above 
and beyond routine mimeo- 
graphing now makes this 
process more useful than ever. 
For a free portfolio of MOD- 
ERN mimeographing samples 
and full facts, send the coupon 
-.. write now! Learn how to 
save with MODERN mimeo- 
graphing and A. B. Dick 
products—for use with all 
makes of suitable stencil 
duplicating products. 


‘DICK 








A. B. DICK COMPANY, Dept. 0-251 
5700 W. Tevhy Ave., Chicage 31, ill. 


With no obligation to me, please send free portfolio of samples and full facts 


about MODERN mimeographing. 


NAME. 





ORGANIZATION 





ADDRESS. 





CITY. 


ZONE 


STATE 
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DESIGNED... 


FIT 
EVERY 
RECORD- 
KEEPING 
NEED! 





For every —oe requirement there is an expertly-designed 
Boorum & Pease Product, reflecting in its quality 

the experience of more than 100 years of manufacturing 
record-keeping forms and equipment. 
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This experience is a vital ingredient in every B & P bound 
book, business form, loose-leaf device and index. 
It has made B & P quality the Standard of the industry. 


See the Standard line at your Stationer’s and 
Standardize with Standard. Standard 


FOR EVERY RECORD—A WAY TO KEEP IT. (= 


Product 
BROOKLYN 1, NEW YORK 


THe Orrice—February, 1951 





ae ice 


MANAGEMENT ¢ EQUIPMENT ¢ METHODS 


Trademark Reg. U.S. Pat. Off. Founded 1935. 
Copyright 1951 William Schulhof. All Rights Reserved. 


FEBRUARY, 1951 


Ccadaeks 


Operation “On Target’ Speeds Air Force Supply Cataloging 
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Waxes Used in Carbon Paper 

"Visible" File for the Blind 

Defense Office Planning in Coal Industry ...... 

9th Annual Seminar and Exhibit in Chicago, Feb. 26—March See 
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MESSAGES THAT MADE HISTORY 
No. 2 of a Series 
© GILBERT PAPER COMPANY 








A few appropriate remarks’... 


. . So read President Lincoln’s invitation to 
ke an address at Gettysburg. Popular leg- 
d has it that President Lincoln was almost 

? gually casual in preparing his immortal 

rds. Not so—say most historians—Lincoln 


not jot down the Gettysburg Address 
ing his train ride to the dedication. 


Pit is now believed that his message was 
carefully thought out well in advance. Ac- 
tually, there are five copies of the address 
in Lincoln’s own handwriting. The first two 
drafts—one of which Lincoln took with him 
to the ceremony — are in the library of 
Congress. 


Everyday bu messages are not in- 
tended to attain the stature of the Gettys- 





burg Address. But, they are important to 
you. Your business correspondence is your 
company’s representative. Be sure your let- 
terhead reflects the quality of your product 
or service by using Gilbert Quality Papers. 

Ask your printer, lithographer or engraver 
for samples of Gilbert new-cotton-fibre-con- 
tent papers with matching envelopes. 


BOND * ONIONSKIN * LEDGER * INDEX BRISTOL 
MANUSCRIPT COVER * VELLUM * SAFETY 
REPRODUCTION * BANKNOTE PAPERS 


CGuBERt 


PAPER COMPANY 


MENASHA, WISCONSIN 


A good letter is always better - written on a Gilbert Bond 
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Operation “On Target” Speeds 
Air Force Supply Cataloging 


typical of the questions which con- 

front the Supply Division, Air Ma- 
teriel Command, in cataloging thousands 
of supply items used daily by the Air 
Force. Because the name given an item 
is important to establish identity, the 
Supply Division has reorganized a see- 
tion to speed-up cataloging of high- 
priority defense items and expedite the 
Government’s program for uniform 
identification of all supplies—military 
and civilian. 

The new organization is the Air 
Foree Catalog and Coordinating Sec- 
tion, recently formed by consolidation, 
under one head, of all the supply cata- 
loging functions of the Air Force, ac- 
cording to Brig. Gen. James F. Early, 
chief of the Supply Division. Lt. Col. 
William M. Miles is chief of the new 
section, which was established under a 
Congressional mandate requiring a uni- 


|" it a mop or a swab? That is 


form Federal Supply Catalog System. 


Approximately 3 million items are now in the supply system of the Federal Government. These 


It will carry out the Air Force’s par- 
ticipation in reaching the Government’s 
ultimate objective that each item of 
supply used, purchased, stocked or dis- 
tributed by the Government will be 
identified under one name and deserip- 
tion, assigned only one identification 
number, and classified under a uniform 
commodity classification. 

The Munitions Board Cataloging 
Agency, Washington, D. C., is respon- 
sible for the development and mainte- 
nance of the uniform Federal Supply 
Catalog System for the Department of 
Defense according to agreements with 
the General Services Administration. 
The Supply Division, AMC, is coordi- 
nating the cataloging activities of the 
Air Force with those of the Army, 
Navy, and Civilian Governmental agen- 
cies for MBCA. Air Force Cataloging 
work is being performed centrally at 
Supply Division, AMC Headquarters, 
Wright-Patterson Air Force Base, Day- 


are being cataloged to establish a complete master file like the above at Wright-Patterson 
Air Force Base, Dayton, Ohio. 
All illustrations in this articie are USAF Air Materiel Command Photos 
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(OENTIFLCATOOM #0. 
175~5168 





ies oF wo. 


| ACTIVITY STOCK SUMBER 
164 77 : 





« SCREW, DRIVE 
steel ; 

« cadmium or zinc plated 
head data 


¢. dimensions 
D, 383 inch 
%. .128 inch 
. flat point 
209 inch nominal diameter 
/& inch nominal length 
special features data 
& detailed design identification data 





1. ANA Stendard 
2. Part No. ANS3$-12-12 
government identification data 
U. S. Air Force 
Screw, Drive, Round Head 
Part No, AN535-12~-12 
unit of issue, each 


@. round, style no. 15, MBCA Ref Dwg Group 29 


AMC Stock No. 6700-634950 





ITEM IDENTIFICATION CARD 


sare 10 Oct 50 | pnepanen av AMC 
: Serial No. AF-b-11128 








Typical 5" x 8" description card used in the Federal Supply Catalog System. Each card bears 
e description necessary to identify a particular item and distinguish it from all others in the 
; supply system. 


fon, Ohio. To accomplish the acceler- 
@ted program, the Supply Division will 
@mploy an additional 300 persons this 
Year to meet the additional work sched- 
ule. 
} Pointing out the importance of a 
gle Federal Supply Catalog System 
6 the national security, Gen. Early em- 
fasized that a single identification ref- 
efence for any supply item is the surest 
feans of controlling the flow of sup- 
ges from the point of manufacture to 
e many points of use. It will provide 
a tool for supply management, permit 
control of funds, assist in reducing pro- 
curement to actual requirements, faeili- 
tate supply ecross-servicing among Air 
Force, Navy and Army components, 
and help economize on storage and dis- 
tribution needs. It also will make more 
effective disposal of surpluses. The uni- 
form identification and classification of 
items in operational catalogs and in 
procurement and supply documents will 
provide a common language of supply 


for use throughout the Government and 
industry. This will ultimately result in 
savings of manpower, money, and ma- 
teriel. 

Considerable study and detailed re- 
search are necessary to establish the 
proper item name to identify items hav- 
ing the same characteristics, further de- 
fining of which is accomplished by the 
item description. A “mop” in the Fed- 
eral Supply Catalog System is: “swab, 
deck—An item designed for wet clean- 
ing of decks and floors. It is always 
furnished with a nondetachable handle. 
It consists of cotton-swab twine secured 
to a wood handle by means of wrapping 
twine. Excludes mop, cotton.” 

The basic name of an item is the 
name used to determine the broadest 
scope of characteristics which a group 
of items may have in common. For ex- 
ample, the basic name “camera” denotes 
all those items which are used to record 
images on light-sensitive material. The 
item name on the other hand, must in- 
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WEBSTER’S SPIRIT DUPLICATING 
SUPPLIES work faster — last longer 


Materials are a carefully matched team, designed to turn out clear, clean 
copies with speed and economy. Materials for every duplicating need are 


found in Webster’s line. 


MultiKopy Shurclean Spirosets .. . for 
results of finest quality. Master Paper and 
Spirit Hectograph Carbon in convenient 
set form. Purple and Black. 


MultiKopy Spirosets...for long runs. 
Master units in Purple, Blue, Green, Red. 


Webstar Spirosets. .. for runs not over 
150 copies. Use with standard, noiseless 
or electric typewriters. 


MultiKopy Spirograph Carbon Papers 
... separate sheets of flat spirit hectograph 
carbon in a variety of finishes and colors. 


Next time you need Spirit Duplicatin 


MultiKopy Master Paper... for use with 
MultiKopy Spirograph Carbon papers on 
Spirit Duplicating machines. 

MultiKopy Duplicating Fluid... for finest 
results in any Spirit Duplicating machine. 


Carbon Paper Ribbons... for “master” 
copies to be used on Spirit Process 
Duplicators. 


Star Skin Cleaner . . . for quick removal of 
stain and dirt from hands. Contains no acid. 


0.K. Liquid Cleaner. .. for removing ink 
stains of all types. 


supplies, order Webster’s. 


Consult your nearest dealer or write to 


F.S. WEBSTER COMPANY 


8 Amherst Street, Cambridge, Mass. 
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ENVELOPE CO. 


1 Envelope Terrace 
Worcester 4, Mass. 
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Write today for your FREE ‘COPY of 
Sheppard Employes Manval—one of the bes?. 
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clude sufficient information to distin- 
guish between the various types of items 
included in the basic name. The item 
name “camera, motion picture, sound” 
distinguishes this particular type of 
camera from all the still picture cam- 
eras, and further distinguishes it from 
all the motion picture cameras which 
are not equipped for recording sound. 
It is necessary to examine the meanings 
of words,. define them, select the one 


A supply catalog clerk at Wright-Patterson 
Air Force Base compares two item descrip- 
tions to determine whether the items are iden- 
tical or related. This is to eliminate duplica- 
tion in the Federal Supply Catalog System. 
Her findings are forwarded to cataloging 
technicians for further disposition. 


most appropriate to the item, and show 
the rejected syhonyms as cross refer- 
ences to the selected name. At the same 
time, consideration must be given to the 
practices of industry so that the name 
selected will not be confusing in supply 
operations. 

Having selected the appropriate item 
name, it is then necessary to describe 
each item so that its individual specific 
characteristics may be known. This is 
accomplished by following a description 
pattern. All items do not have the same 
characteristics. For example, a signifi- 
cant characteristic of lumber is its 
cross-sectional dimensions, which is not 
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| Is this your bottleneck? | 








Todays faster business 
pace makes one fact clear. In — 
many companies the regular ex- \N 
terior telephone system is not 
enough! It may actually be a bot- 
tleneck! Kellogg SELECT-O-PHONE 
will break that bottleneck! 


Automatic, requiring no operator and inde- 

pendent of your switchboard, SELECT-O-PHONE 

is the modern means of transmitting orders, of 
exchanging ideas with individual executives or 
groups inside your business - instantly, privately, and 
continuously - without interference with your regular 
telephone! 


For complete information, write 


SELECT-O-PHONE Division, 
Dept. 10-B, Kellog Switchboard - Vh 
and Supply Co., 6650 South One 


Cicero Ave., Chicago 38, Illinois h JOE 
THE (S106 VOICE OF BUSINESS 
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Abeauvty anda bargain: 


COSCOM ella 
Posture Chair 


Airfoam, revolving, ‘‘saddle”’ 

seat has easy, instant, positive height 

control, anywhere between 16” and 

20”. Backrest adjusts three 

ways. Hard rubber, 2” cast- 

ers, life-time lubricated; 

‘tubular steel frame finished 

> gray or brown, baked- 

mon enamel, or extra-heavy 

‘chromium. 

| Cloth-backed, perforated, vinyl 
lastic upholstery — washable, dur- 
ble—on seat and back in green, 
aroon, brown or gray. Three models 
each “‘a beauty and a bargain” — 
om about $29.95 to $31.95. 




















*To raise: place foot on 
circular rung and, with one 
hand releasing control lever : Model 16-C, with baked-on, 


lift seat to desired height. gray enamel finish. Also: Model 


To lower: Lift upward on 
control lever and lower 16-D, brown enamel; Model 


seat to proper level. 16-B, chromium. 


> 
HAMILTON MANUFACTURING CORPORATION e COLUMBUS, INDIANA 
Makers of COSCO Household Stools, Chairs and Utility Tables 


Posture Back Adjusts THREE WAYS! 


to “cradle” 
For depth for height the back in 
of seat... of backrest... any position 
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at all pertinent to the description of 
machine parts. 

An item description consists of the 
minimum amount of identification data 
necessary to differentiate an item from 
all other similar items, plus reference 
data which adds to the knowledge and 
understanding of the item and provides 
additional catalog data which may be 
useful in supply operations or neces- 
sary in determining the classification. 
No volume which would include all the 
items of supply, like a mail order eata- 
log, will be published. This would be 
unwieldy and entirely impracticable, 
particularly for the military supply 
system. 

As a general rule, the Federal Supply 
Catalog System is a card system pub- 
lished on 5” x 8” master catalog cards. 
Each ecard bears the description neces- 
sarv to» identify a particular item and 
distinguish it from all other items in the 
supply system. Also shown on the card 
are the Federal identification number 
und the classification number assigned 


to each item. 

Each military service, civilian depart- 
ment or any of their subdivisions will 
determine what portion of the catalog 
information will be published in book 
form for its individual use. Some cata- 
logs for general use may be published, 
particularly in those areas where the 
items are similar in character and in 
common use. 

According to present estimates, there 
are about 5,316,000 items in the military 
and civil supply systems of the Federal 
Government. Estimates indicate that 
after processing, this number will be 
reduced to approximately 3,000,000 dif- 
ferent items which will be included in 
the master catalog files. Of this quan- 
tity, about 2,500,000 are in the military 
systems, and 500,000 in the civilian 
agency systems. The large reduction in 
civil items, from approximately 2,000,- 
000 to 500,000, will be possible because 
of screening against item descriptions 
prepared by the military establishments. 

It is estimated that items already de- 


‘““Paper Punches Every Office Needs!” 


CLIX 


3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $3.75 list. 


MODEL 3..Punches 3 holes 
\{" dia., spaced 4%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11" x 844" sheets. 








| PAPER PUNCH | 
Order from your Stationer or Office Supply Dealer 
NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS o 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 

punch for indi- 

viduals, home, 

office and industry. Light pressure of thumb 

punches clean 14” hole instantly in paper, light 

cardboard, etc. Ideal for punching tickets, tags, 
restaurant checks. 24 in counter 
display carton. 50 cent list. 


MODEL 100... Punches \" 
hole, 4%" from binding edge. 








PTE Y 
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THIN 
PAPERS 


Reduce 
MAILING 
TYPING 
FILING 
Costs. 


ESLEECK 


THAIN FARE RS 


Air Mail Bond 
Clearcopy Onion Skin 
Fidelity Onion Skin 
Laid Thin Papers 
Prestige Onion Skin 
Superior Manifold 
HW ebbet@)olocoget= 


SEND FOR SAMPLES ~ 


ESLEECK 


WW Cosetbbcoconittubele mm Oroyect slooekis 


Turners Falls, Mass. 


seribed under the Federal Supply Cata- 
log System totals about 931,000 or 37% 
of the 2,500,000 different military items 
of supply. The deadline for comple- 
tion is June 30, 1952. The items which 
have been given priority under the ac- 
celerated program are scheduled for 
completion by next October. Develop- 
ment of a uniform system requires time 
because of the many different systems 
used by military and eivilian agencies 
having been set up over past years to 
meet diversified needs. These needs 
must be recognized so that the uniform 
system will serve both supply activities 
and Government industry supply rela- 
tionships without disrupting supply 
activities. 


National Conference 
& Exhibit Calendar 


Office Management Assn. of Chicago, 
Stevens Hotel, Chicago, Feb. 26-March 
1. 

Personnel Seminar, American Manage- 
ment Assn. Palmer House, Chicago, 
Feb. 28-March 2. 

National Office Furniture Assn., Stevens 
Hotel, Chicago, March 4-6. 

Insurance Accounting & Statistical Assn., 
Palmer House, Chicago, May 14-16. 

National Office Management Assn., Com- 
modore Hotel, New York, May 20-23. 

New York Stationery Show, New Yorker 
Hotel, May 20-25. 

Life Office Management Assn., May- 
flower Hotel, Washington, May 21-22. 
Edgewater Beach Hotel, Chicago, Sept. 
24-26. 

National Assn. of Cost Accountants, Pal- 
mer House, Chicago, June 24-27. 

National Secretaries Assn., Shamrock 
Hotel, Houston, July 18-21. 

National Stationery & Office Equipment 


chasing, Shoreham Hotel, Washington, 
Oct. 21-24. 

National Assn. of Bank Auditors & Con- 
trollers, Roosevelt Hotel, New Orleans, 
Oct. 22-25. 

National Business Show, Grand Central 
Palace, New York, Oct. 22-27. 
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EASY TO LIFT! 














POSTING TRAY 


Magical MAGNESIUM — 
STRONG AS STEEL AND 


mera ere 6 MAGNESIUM 


Conserve the energy of your 
office personnel with the A NEW Development by 
eae vee a ta 
AY. You won't need a Tug- 
boat Annie to lift this beau- E EBURE 
tiful tray! And the Model Z 
is a beauty! Modern styling 
makes the ZEPHYR-WEIGHT 
an attractive addition to your 
office equipment. You'll have 
happier bookkeepers and a 
better organized operation 
with LeFebure’'s ZEPHYR- 
WEIGHT POSTING TRAY. 





Write today for complete in- 
formation or contact trained 
representatives in most loca- 
tions. 


See the ZEPHYR-WEIGHT at the 
Office Management Show, Stev- 
ens Hotel, Chicago—Booths 54 
and 55, February 26 through 
March 1. 





OUTSTANDING FEATURES . .. 


‘ e Made of weight-saving © Non-skid sheet support 
’ MAGNESIUM © Positive manual com- 
5 © Modern styling pression 
e Patented offset and e — lifting 


drop rail 


CORPORATION e Eye-ease label holder 
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the H.C. Allen typewriter 


with the new touch, means fast, 


effortless typing 





Typing is easier because the R. C. Allen has 27 


27 improved 
features. Lighter touch . . . quicker action . . . greater 


visibility! An exciting assembly of features designed to make a 
typing machine of smart appearance . . . new dependability. 
Selling is easier because the R. C. Allen “Standard” has the 


highest profit margin in the field. A fast-selling repeat item .. . 
an item of reputation . 


then understa 
p. C. Allen has lone 
been the Number ea 


. pre-sold for you through continuous office 


: partner of the 
and intensive national advertising of the R. C. Allen name. machine dealer. 
It pays to stock the best. a 


C. Allen is the only company offering the independent dealer a full line of 
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B.C. Allen is america’s best value 


, : hoes oS : 
8 OUTSTANDING models with famo 


Model 65 


Direct subtraction . . . 
Light weight . . . easy 
to operate. Now used 
extensively by thou- 
sands of small busi- 
nesses from coast to 
coast. Only $132.00 


Model 75 


A true R. C. Allen 
‘leader’. Direct sub- 
traction in red, visible 
dials, automatic clear 
signal and wide 412” 
carriage make it a top- 
notch seller. Only 
$157.00 


in ADDING MACHINES 


Pe 


us R. C. Allen ‘‘STAND-OUT’’ features. 


HAND 


OPER 





Modei 715 

The motor does the 
work. A super-fast 
7-column model ideal 
for both desk and 
store counter use. Com- 
plete array of ‘‘stand- 
out” features. Light- 
weight — portable. 
Only $235.00 


Model 1015 


Ideal for banks and 
accounting depart- 
ments. 10-column ca- 
pacity. Wide 5%” 
carriage accommodates 
variety of forms. Visi- 
ble dials, automatic 
clear signal, direct sub- 
traction. Only $310.00 


OPER 


ELECTRICALLY 


ATED a Model 70 


Priced same as “65” 
but with extra bank of 
keys. A fast operating 
straight “‘adder"’ with 
visible dials for visual 
protection, Adds to 
100,000.00. Only 
$132.00 


Model 805 


Large 8-column capac- 
ity. “Stand-out" fea- 
tures include visible 
dials, automatic clear 
signal, direct subtrac- 
tion in red. A “must™ 
for the medium sized 
business. Only $185.00 





TED 
Model 915 


Perfect for every office. 
Large-fast-simple to 
operate. Precision built 
for years of service. 
Packed with R. C. Allen 
famous features. Adds 
to 10,000,000.00. 
Only $285.00 


eeoeeveeeaeeesoeeoeeeeeeeeeee eee 


Model 1315 


The ultimate in adding 
machine performance. 
For statistical or gov- 
ernment work. Giant 
12%” carriage for 
multi-column forms. 
Withstands hardest 
treatment. Only 
$510.00 





R.C.Allen Business Machines. Inc. 


Low priced . . . High quality . . . Top dealer discounts . . . Wide choice of models. . . 








679 Front Avenue, N. W. Grand Rapids, Mich. 
ADDING MACHINES - CALCULATORS - BOOKKEEPING MACHINES - CASH REGISTERS - TYPEWRITERS 
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MANIFOLD SUPPLIES COMPANY — 188 Third Avenue. Brooklyn 17, N. Y. 
Coast to Coast Distribution 


CHRBON PAPERS - HECTOGRAPH * “UNI-MASTERS - INKED: RIBBONS — 


18 





VANAMA-BEAVER 
Typewriter Ribbons and Carbon Papers 
There is no guesswork in our laboratories, 
manufacturing departments or finishing rooms. 
Each PANAMA-BEAVER product, being designed 
for a specific purpose, is planned and 
produced by skilled technicians working to 
a careful formula. These are PRECISION 
ribbons and carbons... and that is why 


their national popularity grows. 





Ebony Hectograph 


Produces jet black copies on 
any spirit duplicating machine 
no offoct... handles C-L-E-A-N 


SAMPLE SENT UPON REQUEST 
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EDISON PRESENTS 


the smallest... lightest... simplest 
ease §§— and most inexpensive 


this Is a Dictating Instrument ever invented! 
Dictating 


One To TWENTY of these easy-to-use EDISON TELEVOICE 
Stations connect to an EDISON TELEVOICEWRITER, lo- 
cated at a secretary’s desk. All dictation is “delivered” 
directly to her—instantly, clearly, continuously! Pick-up 
service is eliminated, and signature service is “world’s 
fastest.” 


Instrument! 


Start, stop and playback, as well as length and correc- 
tion indications are all accomplished by remote control, 
with simple push-buttons, right on the EDISON TELE- 
VOICE Station! 


Installations are made on a work-load basis to assure 
free-line service to all concerned. 


With many dictators being served by only one recording 
machine, costs of instrument dictation are cut as much 
as 66% %! 





Investigate the many exclusive work-speeding, time- 
saving, cost-cutting features the new EDISON TELEVOICE- 
WRITER offers you — today! 


And it’s an 


EDISON Edison TeleVoicewriter 


. The Televoice System 
frst 





SO TS C——— 


SEND FOR EDISON, 
DESCRIPTIVE 48 Lakeside Ave., West Orange, N. J. 
; BOOKLET! Send me A LINE ON TELEVOICE. 
. Or, to arrange for 
poet, \ ¢@ . a demonstration, Name 
er \%, : call“ EDIPHONE”’ 
ap ee \ w FP in your city. In C 
Coie Qa Edison. Rad ih Tee 
\ R A. Edison of Can- Address 
ada, Ltd., Toronto 
1, Ontario. Citys Zone_—_State____ 
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FULLY AUTOMATIC 
printing calculator 








We take pride in the reception accorded the OLIVETTI 14 
Printing Calculator by American business, always ready to 


adopt progressive, time-saving methods 


Combining the features of a high-quality calculator and a 


high-capacity adding, listing and subtracting machine, together 





with fully automatic operation and accurate printed record 


the OLIVETTI 14 answers this demand for greater efficiency 


Request a demonstration under your actual operating conditions 


Sales and service throughout the United States 


Olivetti Corporation of America exciusive us. oistrisutor 














FASTENER 





The ACCO Unit System of Filing 


—brings all related papers together 
at the filing desk. Subsequent file 
matter during the year is perforated 
with the standard office punch of 
2%” centers, is 

filed with the 

established file 

unit for “custo- 

mer” or “subject” 

and stays in file 

indefinitely, a 

secure ACCO- 

bound unit. 


When reference is required the 

bound unit is drawn from file with 

assurance that all related papers are 

together,” in proper sequence, and 
protected from 
loss or misplace- 
ment in the ref- 
erence and hand- 
ling that may 
follow before the 
file is returned to 
its drawer or cab- 
inet. 


Basic Accessories to ACCO Unit Bindin g: 


ACCO FASTENERS 
No. 12-1” cap. ACCO 
No. 22-2” cap. ACCO 
No. 324 — 31/4.” cap. ACCO 
(27 other styles and sizes) 

ACCO Punch 
No. 10 — 234”"centers (1/,”) 


ACCOBIND Folders 
of fine Pressboard to fit all 
systems. 

ACCOPRESS Binders 


of fine Pressboard for all 
loose leaf forms. For ex- 
ceptional economy. 


Sold by all Commercial Stationers 


ACCO PRODUCTS Incorporated, OGDENSBURG, N. Y. 
In Canada: ACCO CANADIAN CO. LIMITED, Toronto 
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EEA WOOD SHELVING 
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Easy te assemble 

ideal for office, 
factory or store 

Knot-free Ponderosa 
Pine 
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Rust-proof lecking 
brackets 


Thoroughly rigid 
Sway proof 
Low in cost 
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Here is the ideal all purpose shelving for office, 
factory or store use. It can be set up in a few 
minutes by anyone—or it can be knocked down, 
moved and set up again, just as easily, in another 
location. Starter unit consists of six shelves with 
42” x 24” clear storage area with 12” clearance 
between shelves. 

There is nothing to compare with it anywhere. 
It stands alone in the field of shelving. Investigate 


Th Liberty Prefab Wood Shelving NOW! AVAI LA B LE 
“= ilar NOW 
= j 


Write at once for 
complete details 
and prices. 


BANKERS BOX COMPANY 720 Seuth Dearborn Street 
Chicago 5, Illinois 
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Expanding business calls for top-quality performance. 
That's why more and more top business executives 
are demanding QUEEN QUALITY 
PRODUCTS EXCLUSIVELY for every type of office 
work! 

Executives know that when work must be done On 
Time, Efficiently — and Correctly, QUEEN and only 
QUEEN QUALITY PRODUCTS will do the 
job — Consistently, Perfectly, Every time! 


For Anything thot makes a copy 
We manufacture it. 





PRODUCTS 
EXCLUSIVELY! 


Write Today for Your Samples of the Queen Quality Line! 


VEEN RIBBON & CARBON CO., INC. 


Executive Offices 


128 Wythe Avenue 


Brooklyn 11, New York 


Factories: Brooklyn, New York and Chicago, Illinois 


| 


woh Te a Meo 








NO TIME TO WASTE 


IN the mobilization for national defense there’s no 
time to waste. 
In good times and bad, war or peace, conservation of time 
and expense are vital to production — essential to profit. 
The FRIDEN FULLY-AUTOMATIC CALCULATOR affords alert 
management one of today’s most spectacular opportunities for 
saving time on all figure work— reducing overhead costs and 
speeding the information upon which important decisions must 


be based. 


Call your Friden Man today —there’s no time to waste! 


Friden Mechanical and Instructional Service is available 
in approximately 250 Company Controlled Sales Agencies 
throughout the United States and Canada. 





See our exhibit at 

the O. M.A. Office 
Equipment Display, 
Stevens Hotel, Chicago, 
February 26, 27, 28 
and March 1. 

Booths 81, 82, 102 








Automatically it takes work out of figure-work 





e THE THINKING MACHINE 


4 OF AMERICAN 
| BUSINESS 
Friden Calculating Machine Co., Inc. 
os a ie Home Office and Plant, San Leandro, California. 
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@ If you’ve ever paid a printing bill for forms...here’s @ 
SAVINGS that will astound you. If you’ve ever struggled t@ 
tule up a form by hand for mimeo, litho or hecto...here’s @ 
SIMPLICITY that will amaze you. If you’ve ever had to puf 
up with indifferent and amateurish results in forms repro 
duction...here’s a ‘*FINISH’’ you can’t tell from a pros 
fessional printing job. The Coxhead Forms Design Machi 
will not only rule up your forms and leader lines but will gi 
you typography, too...clean professional typography (such 
as you afe now reading) with instantly changeable faces &@ 
all styles and sizes. You “‘type-in’’ the reading matter while 
you tule the form. : 


FOR ANY TYPE OF FORM... 


No matter bow complex 
or bow simpleyour forms 
design may be the DSJ 
will do it, accurately and 
professionally. The job 
youunroll from the Forms 
Design Machine is ready 
for any repro metbod. 


core Of ee 
CHESCSHSSSHESHESHSHSSESHESSHESHSHSSSSSESHOSESEEEHEE HVS 


RALPH C. COXHEAD CORP. 
720 Frelinghuysen Avenue, Newark 5, N. J. 


Please send me Vari-typer Booklet #017. 
NAME 


COMPANY. 





I iiciininiiinsiinicssiticiasay hascitistenie a STATE__ 


®@eeeee Cee e7eoeeneeseeseaeeaeaeene Beeeaneseeeeneece & 








Announcing . . . 


SPIRICHROME 


® A complete line of spirit duplicating supplies ¢ 


Polychrome Corporation, manufacturers of 
duplicating supplies for mimeograph, spirit 
and offset, is pleased to announce its expan- 
sion of the spirit duplicating line to include 
every item required for office purposes. 


Master Units 
Spirit Carbon Paper 
Duplicating Fluid 


Hand Cream 


Now you may purchase all these Polychrome 
products and be assured of top-quality results. 
For further information, ask us for your local distri- 


tributor's name ... or write directly to Polychrome. 
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with 


SKMPAA ee 
FOR 1951! 


Immediate Delivery! 















































A SIMPLE “SNAP-OUT” MOTION 6 SETS TO A STRIP 


INSTANTLY SEPARATES FORMS AND CARBONS [a WAASPSOhiEpleeneaan 


Original and Duplicate Remain Attached without Carbon AND "“SEXTUPLES” 





Forms W-2 and Envelopes in- S-K 
cluding employer's imprint can Forms W-2 
be shipped within a few days Approved by 


from receipt of order. * U.S, Treasury De- 
partment. 

*% 26 States (5 part 
forms). 

*%& 4 States (6 part 
forms). 


Write today for sample strip # Special & part form 


. for New York State. 
and schedule of low prices. # Various Cities — 


where practicable. 


$-K FORMS at) 309 WALNUT STREET - 
@ PHILADELPHIA 6, PA. | 


S-K AND CAHILL PAYROLL BOOKS AND SYSTEMS 
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Smead; 
TELL-I-VISION 


SYSTEM files 9 ways 


JANUARY OFFICE SUPPLY 
oe 


i =z 





Reads like a book, from left to right. 
Grows as needed. 


THE 
Smead MANUFACTURING CO., INC. HASTINGS, MINNESOTA 
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the NEW improved 


SWIFT nobing mAacH 


the only 9-figure machine as low as 


COMPARE these features with more costly machines! 


$9,999,999.99 capacity! Only machine at 
this low price that adds and multiplies 
to 9 figures. 

All-steel case! Only machine at this low 
price with unbreakable steel case in choice 
of smart colors. 


“Pick-up” portability! Smallest, lightest com- 
plete adding machine on the market, easily 
carried in optional zipper case. 


Easy to use! Visible adding dials, red totals 
and sub-totals, oversize pica type, short 
stroke handle. 


ee 


50 | 


plus tax® 








(Was your office turned upside down again today ? 
; 


SOME OFFICES just about stand on their 
| heads trying to get to the bottom of things. 
} Shouldn't happen. Can’t happen with 
: simple McBee ye “ 

} McBee Keysort cards and machines put 
} prompt facts, accurate facts, all the facts 


) at management's fingertips. 
> With Keysort, run-of-the-hire help get 
) facts out fast without special training. 
’ And because Keysort cards are the orig- 
F inal records, you're spared errors and time 
lost in copying and recopying. 

With your present personnel, without 


4) : : 
‘Le fisNosVos of 


Sole Manufacturer of Keysort—The Marginally Punched Card 


30 


costly installations, modern McBee Key- 
sort cards and machines provide you with 
accurate and useful management controls 
at less cost than any other system. When 
notched, the pre-coded holes along the 
edges of the Keysort cards make it easy to 
collect a wealth of data...classify it... 
summarize it... file it... find it... use it 
... quickly and accurately. 
That’s why McBee sales have multiplied 
sevenfold in a few short years. 
Want more information? Ask the McBee 
man near you to drop in. Or write us. 


THE McBEE 
COMPANY 


295 Madison Ave., New York. Offices in 
principal cities. McBee Co., Ltd., 11 
Bermondsey Rd., Toronto 13, Ontario. 
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It counts 


> imprints, codes, cancels 


paper forms 


> tickets, tabs, transfers, 
sales slips, receipts, etc. 


including $$ 


> currency, checks & coupons 


accurately 


> wholly automatically 


& fast! 


> 500 to 1,000 
per minute 


Pitney-Bowes 


TICKOMETER 


Counting and Imprinting Machine 


Made by the originators of the postage meter... 
offices n 93 cities in U. 8. and Canada 


PitnEy-BoweEs, INc., 3433 Pacific Street, Stamford, Conn. 








HERE’S THE ANSWER to grow- 
ing figure problems. Rugged, 
handsome, compact, precision- 
built, Victor’s large capacity 
Custom Models add, subtract, 
multiply, divide. Automati- 
cally compute credit balance 
—a standard feature. The new 
Custom keyboards are the fast- 
est, least fatiguing ever built. 





Til Culkin, Z 


Two Great Models: Full Keyboard or 10 Key 
——_——_ 


CUSTOM MODELS TOTAL 
999,999,999.99. Two-tone 
gray-green die-cast case 
covers machine and paper 
roll. Eye-ease toned figure 
keys operate lightly with 
feather touch—“You Can 
Feel the Difference.” Duo- 
control keys for total and sub- 
total, non-add and repeat. 





@ See our exhibit at 
the O.M.A. Office 
Equipment Display, 
Stevens Hotel, Chi- 
cago, February 26, 
27, 28 and March 1, 
Booth 98. VICTOR ADDING MACHINE CO., CHICAGO 18, ILLINOIS 

The World’s Largest Exclusive Manufacturers of Adding Machines 


WHAT IT TAKES 
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Victor urges you to act now to meet mounting figure problems. 
Call the Victor Branch or Dealer listed in classified phone book. 
Or write for full information about the Custom Models. 42 basic 
models from which to choose. Only Victor offers a choice of 10-key 
or full keyboard models, electric or hand operated. 





NO DICTATING MACHINE IN HISTORY 
EVER PROMISED SO MUCH! 


And lived up to its promise. 

The Dictaphone TIME-MASTER defi- 
nitely enables you to get more done, in 
less time, and at less cost! Just ‘think 
out loud” to the TIME-MASTER! It will 
help you do better work, increase office 
efficiency! 

An electronic “thought trap,” the 
TIME-MASTER is always there, ready in 
an instant to record your thoughts as 
they occur to you! Just the flick of a 
switch and you can start talking! 

The plastic Memobelt, TIME-MASTER’s 


unique one-time recording medium, ac- 
counts for the TIME-MASTER’s compact- 
ness and complete portability! It’s 
always ready—always handy! 

And—your secretary will love tran- 
scribing with the TIME-MASTER’s tiny 
Magic Ear that’s light as a feather and 
won't muss hair! 


DICTAPHONE 


CORPORATION 


“Dictaphone” is a registered trade-mark of Dictaphone Corporation 
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SOME DEALERSHIPS STILL OPEN FOR 


FLAGSHIP, THE METALLIC-BACK 





CARBON PAPER THAT SELLS ON SIGHT, 


BUILDS BIG REPEAT SALES 
OE Se PGR 


& 
4 


Nox just another carbon paper in a new package—but a whole fresh conception Flagship is curl-proof, 
of what a carbon paper can be! Flagship’s patented, metallic coating supported not just curl-resistant 


by a plastic base—its superior performance and appearance—take it right out of 
Flagship’s metallic back 


means extra wear, 
easier handling 


the class of all other carbon papers. You will use Flagship to bring new business 
in your doors, to bring repeat business, to mark your store as the first to bring 
better things to town. We'll be glad to supply complete information about 


Flagship and we'll be glad to tell you what the chances are for a dealership for Flagship makes sharp, 


this wonderful new product and the entire Allied line of carbon papers and 
permanent copies 


ribbons. Write todayto Dept. B 


CARBON AND RIBBON MANUFACTURING CORPORATION 
ALL General Offices and Factory: 165 Duane Street, New York 13 


Western Office & Warehouse: 1629 So. B'way, Los Angeles 15 


Flagship allows smudgeless 
erasures 
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PRONTO FILE CORPORATION 


285 Madison Avenue New York 17,N.Y 





























—Why 
_—take 
—less 
- than 
—the. 
hest 
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ens AND 
INSIST ON qenmmmmtaiesstss 





No other roller or blanket 

offers you all the advantages of 
Mercury Products for your multilith 
or multigraph printing machines. 


Mercury-Lith Rollers and Blankets and Mercury-Graph Rollers are 
built by the world’s largest plant devoted entirely to products of this 
type. They are built from the same materials we use in producing 
rollers and blankets for the largest and most elaborate commercial 
presses in lithographing and printing plants. The construction 

meets the same professional standards. These are truly 

deluxe accessories—and at every day prices. 


Specify Mercury! 


RAPID ROLLER COMPANY 


D. M. RAPPORT, Pres Federal at 26th Street CHICAGO 16 
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..-With time-and-effort saving features 
never before combined in one machine 


THE NATIONAL CASH REGISTER COMPANY 
DAYTON 9, OHIO | 
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“"Y and E” Style-Master Associate desk in Neutra-tone gray is illustrated. 


“This man is going places...” 


“Jim Burnett had spoken to me several.times about 

the service he and his company could give me. 

I dropped in on him today to see what sort of an 

operation he had. I was impressed. It is not a large 

company, but the offices radiate quiet efficiency. 

They are nice looking offices too. I couldn't help but think ‘this 
man is going places’.” 

Jim Burnett's offices are helping him to go places. They are help- 
ing because they say to prospects, ‘This company is successful— 
they will handle your business well.” 

Your office can help you to greater success—if you plan it with 
care. “Y and E” office equipment is designed and made to fit an of- 
fice that expresses success. It is efficient to use, pleasant to look at. 


There is a’’Y and E” representative in your community. 
..-Call him for help in planning an effective office. 





~ Also Makers of Quality Filing Systems and Supplies — 


Ce 
NEUTRA-TONE 
; i GRAY 


Write for Steel Desk 
1020 JAY STREET * ROCHESTER 3. N. Y., U. S. A. 


Catalog No. 3806. 
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GOOD TO 
DO BUSINESS WITH 











Products . . . Mittag & Volger 
offers a line of carbon papers, 
inked ribbons and special inks 
known for dependable quality 
that means repeat business. 


Policy ... M & V_has built a 
reputation for integrity and fair- 
ness in its dealer relationships. 


Service ... M & Vis set up to 
give you fast delivery on your 
orders, no matter where you are. 


Call or write the M & V Quick Service Distribution 
Point nearest you for products and prices. 


MITTAG « VOLGER, Inc. 


Park Ridge, New Jersey 


Fine Carbon Papers and Inked Ribbons Since 1881 


QUICK SERVICE DISTRIBUTION POINTS 


NEW YORK 7, N. Y., 261 Broadway « BOSTON 10, MASS., 75 High Street 
CHICAGO 6, ILL., 558 W. Washington Street *« KANSAS CITY 6, MO., 1013 Grand Avenue 
SAN FRANCISCO 5, CALIF., 591 Mission -.*« LOS ANGELES 13, CALIF., 406 South Main Street 
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The Marchant man to the rescue with the only 
calculator with Push-Button Multiplication . . . 
available on both the Figuremaster and the 
low-cost Figurematic. Since more than half of 
all calculator work is multiplication, the 
young lady is happy indeed to get a 
Marchant ...the calculator that 

multiplies easiest and fastest because 

it saves one step in every multiplication 
problem. The Marchant man in 

your phone book will prove this on 

your own work, Call him today. 





“NEW AUTOMATIC LINE-UP *PUSH-BUTTON MULTIPLICATION 
SPEEDS DIVISION. Touch of Touch of a key in this row enters 
new Division Control automatically multiplier digit POSITIVELY. . . car- 
lines-up dividend and divisor as riage shifts AUTOMATICALLY... 
division begins answer appears SIMULTANEOUSLY 


Mail this Coupon with your. business letterhead to get our free m 
GUIDE TO MODERN FIGURING METHODS oO shes “ypicatha dip alec 
ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [_] 


MARCHANT CALCULATING MACHINE COMPANY 


GQAKLAND 6, GALIFORNIA 01 
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Typing all day is easy and effortless when you have an IBM Electric. 
All you do is “touch” the keys—the typewriter does the work. At 
five o’clock you'll still feel fresh and free from fatigue. 

You'll like all the energy-saving features of the IBM Electric, its 
simple operation, its perfect impressions, its modern styling. You'll 
like having the world’s finest typewriter for your own. 


TRADE MARK 


IBM Cleathie Typewtitis 


INTERNATIONAL BUSINESS MACHINES CORPORATION 
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Good office seating is an in- 
vestment. Bad seating is ex- 
pensive. Write for your Sturgis 
dealer’s name nal our stimu- 
lating booklet, ‘‘The High 
Cost of Sitting”. 


THE 


It costs very little to 
seat a valuable execu- 
tive in a chair that 
gives him healthful 
day-long posture sup- 
port. Your Sturgis 
dealer will bring one 
to your office for a 
free trial. 


POSTURE CHAIR CO. 
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—and anyone who wastes that 


OU: much paper and loses that 


much time getting the first good copy from 


» their offset duplicating machine, certainly 





_ can afford three minutes to learn about 


> Co.irHo master plates. 


CouirHo plates are fast! They give good 
copies from the first impression—and no in- 
termediate processing is necessary before you 
= That's paper, time and money saved. 

ust switching to CoiTHo plates makes an 
almost unbelievable improvement in your 
offset duplicating. 


The preparation of Co.itHo plates calls 
for no special skill or training. Anyone can 
do it . . . just type, draw, or write. And an 
error doesn’t mean a wasted plate. Not with 
Co.trHo! Erasures and deletions can be made, 
or additional copy inserted at any time. 


44 


Co.itHo plates more than repay their 
low, low cost. They’re rugged—give many 
more impressions—and withstand a lot of 
handling—even folding. Mail them like 

a letter and they will still turn out 
beautiful copies. File your CoLiTHo 
plates after printing. They'll be good 

for future re-runs when you need them. 


CouitHo plates have many applications 
beyond routine duplicating. Thousands of 
businesses have found short cuts to economy 

and efficiency by incorporating 
CouiTHo plates in systems forms to 
simplify and speedup paper work. 
Why not write for sample plates? 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
Main & Factory: 
101-2 Herb Hill Road, Glen Cove, L.I., New York 
New York Sales and Export: 58-64 West 40th Street 
Branch Offices and Distributors in principal cities 
Consult your local Telephone Classified Directory 


OFFSET MASTER PLATES 
Colitho plates and supplies make any 
offset duplicator a better duplicator 
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Books 


BUSINESS CONSULTANTS, THEIR USES .AND 
LIMITATIONS by Albert H. Dunn 3rd, Con- 
trollership Foundation, New York, pp. 31, $3. 
Rules to follow when selecting a busi- 

ness consultant, together with safeguards 
and procedures for insuring satisfactory 
results. A report based on the experi- 
ence of 61 representative business com- 
panies located in 25 cities, it defines the 
ethical tenets which should govern the 
consultant’s dealings with management, 
describes the various bases on which con- 
sultants work, and provides standards 
for companies to apply when -judging 
their success. 


FILM GUIDE FOR IMPROVING OFFICE PRAC- 
TICES edited by Bettie V. Fuerst. Film Re- 
search Associates, New York, pp. 28, $1.50. 
A deseriptive catalog of motion pic- 

tures and slidefilms covering nearly every 

aspect of office work. In addition to 

furnishing details on 148 films from 37 

indicated sources, it contains a preface 

on audio-visual methods by Dr. Louis 8. 

Goodman. 


HOW TO MAKE YOUR DSJ AND VWARI-TYPER 
COMPOSITION INTERESTING AND EASY TO 
READ by R. Randolph Karch, Ralph J. Cox- 
head Corp., Newark, N. J., pp. 34, Free. 


A worth while illustrated booklet for 
users of typed composition in forms, 
house publications or promotional pieces. 


BUROMARKT BRANCHEN-ADDRESSBUCH, Peter 

Basten, Aachen, Germany, pp. 616, $7. 

A new classified directory of the office 
equipment and stationery industry in 
Germany, covering manufacturers, whole- 
salers, retailers, as well as trade names, 
ete. 
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VALET 78 RACKS 


LOCKERETTE 


—COMBINES THE BEST 
FEATURES OF BOTH 
LOCKERS AND COAT RACKS 





Wraps are exposed to air 
and light. Employees do not face the 
weather in damp wraps that have been 
crumpled in dark lockers—do not eat soggy 
lunches, soaked by wet hats or gloves. Each 
person has his own spaced coat hanger, ven- 
tilated hat shelf and 12" x 12" x 15" deep 
lock box for lunches, tools and personal 
effects. 


Lockerettes save space too ... the No. 6-12 
(2 column) accommodates 12 people in 6 
feet; the No. 9-18 (illustrated) accommo- 
dates 18 in 9 feet. 


More salable because they keep wraps 
“in press." 


Improves health and morale — lowers 
absenteeism. 


WRITE FOR BULLETIN NO. OL10 


VOGEL - PETERSON CO. 
624 So. Michigan Ave 


Chicago 5, 1 


SPOTS EST Nip ARIE a a ag 








FREE: 
FREE: 


FREE: 


The Book That ANSWERS PROBLEMS 
Re: Filing Systems and Supplies 


Not a catalog . . . not a price list . . . but a complete, authoritative manual 
on filing systems and supplies. Covers hundreds of subjects . . . answers 
thousands of questions . . . tells you not only what items are available for 
any type of filing but which will do the best job and why. You couldn't 
buy a book like this from any other source yet it’s yours absolutely free — 
88 pages, profusely illustrated, crammed with practical, money-saving sug- 
gestions. Send the coupon today for your copy or phone our nearest office. 


Please furnish free copy of Filing Sys- 

Memingtor. Feand tems and Supplies Manual (LB 385A). 
i ees NAME TITLE 

Management Controls Reference Library COMPANY. 

Room 1684, 315 Fourth Ave., N. Y. 10 ADDRESS 

carTy__._._.__.._.___._._ ZONE STATE 
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A System For Measuring 
Office Work 


HERMAN LIMBERG 


Chief, Training and Education Section, Division of Analysis, 
Bureau of the Budget, City of New York. 


number of employees required for 
efficient performance of clerical 
and office functions is an essential phase 
of management which has only recently 
been accorded serious consideration and 
study. For the most part, however, such 
study has been confined to the Federal 
government and the larger industrial 
and commercial organizations. Although 
the techniques for determining labor re- 
quirements of the plant and factory are 
now widely used and applied, the office 
is at least 20 years behind in this im- 
portant area of management. This lack 
of progress is particularly significant 
in view of the increase of 365% in the 
national total of clerical workers, as 
compared with a 75% increase in the 
factory workers from 1900 to 1940. 
Difficulties in recruiting office and 
clerical personnel during the last war 
provided an impetus for simplification 
and standardization of office methods 
and procedures. Current conditions and 
their effects upon operating costs pro- 
vide an even greater stimulus for the 
development of scientific bases for de- 
termining office personnel requirements. 
Because clerical costs comprise a major 
portion of overhead, which is generally 
the first point of attack in reducing 
costs, the office is usually the first target 
for the axe. Too often the axe is swung 
blindly to the serious detriment of the 
entire enterprise, as well as the em- 
ployees affected. Established standards 
of output and performance allow effi- 
cient, economical operation of the office 
with a minimum of disruptions. 
Performance standards are also es- 
sential tools for maintaining effective 
cost and production controls, as well as 
good employee relations. Strains in em- 


Q sumer of determination of the 
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ployee relations are usuatiy attributable 
to a lack of understanding of the sig- 
nificance of a fair day’s work and the 
bases of evaluation of employee effec- 
tiveness. Performance standards pro- 
vide the means for securing such under- 
standing and improving morale. 

Performance standards are expressed 
in terms of time (in minutes) required 
to complete a single unit of measurable 
work. There are three methods of work 
measurement for the development and 
establishment of standards of perform- 
ance or output. These are time (or 
stop-watch) studies, motion-time analy- 
sis (using synthetic data), and statis- 
tical work measurement records of past 
performance. 


Except in those cases in which a basis 
for an incentive wage is sought, time 
studies are not generally recommended 
for office and clerical work, because of 
the expense involved and the resistance 
shown by white collar workers. While 
the use of synthetic data is more widely 


acceptable than time studies in the 
office, it is a relatively expensive and 
complex process, particularly in the 
initial phases of introducing and secur- 
ing acceptance of a work measurement 
program. For the purposes of initiat- 
ing a program of clerical work measure- 
ment, the development and use of sta- 
tistical reports of work performed offer 
the simplest, least costly and most effee- 
tive method. After the statistical re- 
porting method has served to establish 
a continuing work measurement pro- 
gram, necessary refinements may be 
made through application of either or 
both of the other two methods. 

The installation of a work measure- 
ment program must be preceded by 
organization and procedure studies. The 
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WORK DESCRIPTION 


DEPARTMENT DIVISION SECTION 











EMPLOYEE TITLE SALARY $ 











TASK | BRIEF DESCRIPTION OF TASKS OR DUTIES END PRODUCTS* 
NO. 








TOTAL HOURS PER WEEK==— 














SUGGESTIONS: SUBMIT BELOW ANY SUGGESTIONS MACHINES USED 
WHICH YOU BELIEVE WILL HELP IMPROVE OR 
EXPEDITE YOUR WORK. DESCRIPTION 




















EMPLOYEE'S SIGNATURE 








SUPERVISOR'S SIGNATURE 








REMARKS: 








*END PRODUCTS INCLUDE SUCH REPETITIVE AND MEASURABLE ITEMS AS LETTERS OR LINES 
TYPED, REPORTS, POSTINGS, REQUISITIONS OR ORDERS FILLED, INVOICES, VOUCHERS, 
PAPERS FILED, PAPERS CHECKED, ETC. 











Form WM |. Work Description. 
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Form WM Ta 


DAILY WORK DESCRIPTION 


EMPLOYEE 





DEPARTMENT 











LIME 


STOP 





ELAPSED 


DESCRIPTION OF WORK PERFORMED 











TOTAL HOURS-- 

















Form WM la. Daily Work Description. 


organization study will define functions 


and their proper groupings and will 
establish clear lines of authority, re- 
sponsibility and coordination. The pro- 
cedure survey will produce standard 
methods of operation upon which per- 
formance standards must be based. In 
effect; the organization and procedure 
surveys constitute the first and second 
phases of a work measurement program. 
Several of the forms prescribed for use 
in the work measurement plan described 
in this article may be used in conduet- 
ing the organization and procedure 
studies. (These are the Work Descrip- 
tion, Activity List, and Work Distribu- 
tion Chart.) 

A significant aspect of the proposed 
work measurement plan is the demo- 
cratic basis on which it is evolved. It 
requires the active participation of 
every employee as well as the super- 
visory echelons. Every worker likes to 
know how much and how well he is 
doing, and he also wants his supervisor 
to have this information. A method 
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which all employees can understand and 
use in compiling such information is 
generally accepted without difficulty. 

In getting the program started, it is 
essential that the objectives and bene- 
fits to both management and personnel 
be clearly and fully explained. To in- 
sure the accuracy of the data to be re- 
ported by the workers themselves, it is 
necessary only to point out that such 
information will be used in developing 
standards of output to be used in de- 
termining each employee’g accomplish- 
ments and effectiveness, as well as in 
management planning and_ control. 
Standards based on inaccurate data may 
result in serious consequences to all con- 
cerned. Employees will welcome this 
opportunity to take an active part in 
achieving better management. 

_The most important factor in any 
work measurement program is the work 
unit, which is the. common denominator 
for gauging production. Work units 
must be carefully selected and defined, 
and should most adequately reflect the 
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Form WW 2 
ACTIVITY LIST 


DEPARTMENT DIVISION SECTION 














ACTIVITY HOURS 
NUMBER GENERAL ACTIVITIES PERFORMED* END PRODUCTS** PeR weex*** 

















INSTRUCTIONS: *LIST THE GENERAL ACTIVITIES OF THIS UNIT IN THE ORDER 
OF THEIR IMPORTANCE. USE BRIEF DESCRIPTIONS, LIKE: INTERVIEWING 
APPLICANTS, TAKING DICTATION, TYPING, FILING, BILLING, FILLING REQUI= 
SITIONS, MAINTAINING INVENTORY RECORDS, ETC. **END PRODUCTS INCLUDE 
SUCH REPETITIVE AND MEASURABLE ITEMS AS LETTERS OR LINES TYPED, 
REPORTS, POSTINGS, REQUISITIONS FILLED, INVOICES, VOUCHERS, PAPERS 
FILED, PAPERS CHECKED, ETc. ***FiLL IN HOURS PER WEEK AFTER THE 

WORK DISTRIBUTION cHART HAS BEEN COMPLETED. 














TOTAL HOURS PER WEEK 





SIGNATURE OF SUPERVISOR TITLE 


DAT Eee 





VERIFICATION 


SIGNATURE 





REMARKS; 











Form WM 2. Activity List. 
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UNIT 
Time 





PER 
WweeK 





HOURS|UNITS/AVER. 


PER 
WEEK 














DUTIES 
WORK UNITS 








UNIT 
Time 





PER 
WEEK 











HOURS [UNITS/AVER. 
PER 





* [wEeeK 





DUTIES 
WORK UNITS 





WORK DISTRIBUTION CHART 
GRADE. SALARY § 


TITLE 























PRESENT._____PROPOSED 
ACTIVITY 


DEPARTMENT 
OlVISston 
SECTION 























Form WM 3. Work Distribution Chart. 
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type and volume of work performed. 
They should be simple to understand, 
identify, count and record; and uniform 
in definition and scope for each related 
application. Wherever possible, work 
units should be defined in terms of a 
by-product of an essential operation 
(such as a tally of forms or cards 
processed, a count registered on a mail- 
ing machine, ete.). 

The first step in the development of 
the work units is the recording by each 
employee of the end product of each 
duty or operation regularly performed. | 
The second step is the supervisor’s re- 
cording of the end product of each 
activity of his organizational segment. 
These end products represent the gross 
results of expended effort. For example, 
the vouchering activity produces.a com- 
pleted voucher as an end product; the’ 
checking operation will produce a docu- 
ment checked; the typing operation will’ 
produce a document or form typed; they 
filing operation will result in a papery 
or card filed. 


A review of the end products re- 
ported by employees and supervisors 
will provide the basis for selecting = 


— 


This Form is designed for two purposes 


1. It shows distribution of duties and tim 
when prepared after work descriptions an 
activity list have been completed, and ‘e 
ployees’ duties pertaining to each activity a 
entered here. Aggregate of employees’ tim 
is shown in the first “Hours Per Week" columa 
and entered on corresponding Activity Lis 
No entries are made in "Units Per Week” 
and "Average Time Per Unit" columns. ; 


2. It shows distribution of work load and 
comparative performance, when prepared 
after work units have been established and 
published (see Form WM 6), and after Forms 
WM 4 have been compiled. Work units, in- 
stead of duties, are entered. Columns |, 5, 6 
and 8 of Forms WM 4 provide data for the 
respective columns: "Work Units", "Units Per 
Week", “Hours Per Week" and “Average 
Time Per Unit." This form provides the means 
for preparing Form WM 5 as well as portent 
compilations and analyses of 








- 
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Form WW 4 
EMPLOYEE'S DAILY PERFORMANCE REPORT 


— 


a 





1 3 4 5 
Completed 








Work Unit Received 



































EMPLOYEE 











DEPARTMENT OltvISIoNn SECTION 














Form WM 4. Employee's Daily Performance Report. 


illed in and submitted to unit supervisor by each employee at end of each day. Column |: 
ork units on hand at beginning of day, received and/or completed during day, or uncom- 


eted at end of day (See the List of Work Units for proper descriptions. This is Form 
M6). Column 2: Quantity of uncompleted work units carried over from: preceding day 
Same as column 7 on preceding day's report). Column 3: Quantity of work units received 
ring the day. Column 4: Total of Columns 2 and 3. Column 5: Quantity of work units 
mpleted during the day. Column 6: Time (minutes) required to complete work units shown 
column 5. Column 7: Difference after subtracting quantity in column 5 from quantity in 
umn 4. Column 8: Quantity in column 5 divided by amount of time in column 6 (average 
e in minutes). Column 9: Any necessary or pertinent comnients, explanations, etc. 


ning the measurable work units. 
en this phase of the program has 
n completed, a list of work units will 
prepared for each supervisor, who 
1 in turn provide each employee with 


quantity of work units received and the 
backlog, to reflect the ratios between 
work load and accomplishment. At the 
end of each day, the supervisor will 
compile these reports and prepare a 


a list of work units pertaining to his 
particular job. 

After the work units have been estab- 
lished, defined and published, the re- 
porting phase of the program will be 
installed. This involves the daily re- 
porting by each employee of the total 
number of work units completed, the 
time required for completion and the 
~average time required per work unit. 
The report form will also show the 
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consolidated report for his division, sec- 
tion or unit. These daily reports will 
provide the basic data for determining 
the time standards for each work unit. 

The initial period for the accumula- 
tion of data prior to the establishment 
of performance time standards may 
range from one to three months, de- 
pending on the size of the organization, 
the volume and type of work, as well 
as the frequency distribution of the fig- 
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Forum Wm > 
SUPERVISOR'S DAILY PERFORMANCE REPORT 
10 


1 ; A Bey 5 6 7 . a BER 
Time Average 
Backlog] Received Total | Completed soon Balance Units Empl. 








Work Unit 









































SUPERVISOR 





CEPARTMENT DIVISION SECTION 











Form WM 5. Supervisor's Daily Performance Report. 


Prepared by unit supervisor at beginning of each day to summarize the Employee's Daily 
Performance Reports of preceding day. Above report should bear same date as employees’ 


reports. Columns |, 3, 4, 5, 6, 7, 8 are the same as columns | to 7 on Form WM 4 and will 
record totals of figures on all employees’ reports. Column 2 is for total number of employees” 
reporting on each of work units listed in column 1. Column 9 is quantity shown in column 6 di- 
vided by time (minutes) in column 7. Column 10 is quantity shown in column 6 divided by 

number of employees shown in column 2. * 








LIST OF WORK UNITS 
AND 
PERFORMANCE STANDARDS 





SECTION 





DIVISION 





DEPARTMENT 
STANDARD 





WORK UNIT DEFINITION 





ACTIVITY 























ee 


Form WM 6. List of Work. Units and Performance Standards. 
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Form WM 7 


EFFECTIVENESS REPORT 


FOR MONTH OF 


19 





DEPARTMENT Olivistion 





SECTION 











1 2 3 


4 Ea 1 6 





ACTIVITY WORK UNIT 


STANDARD 


TOTAL STANDARD ACTUAL | PERCENTAGG 
WORK UNITS|MANHOURS | MANHOURS| EFFECTIVE 














ee te ee ee 

















Form WM 7. Effectiveness Report. 
repared by unit supervisor at end of each month, based on summary of Supervisor's Daily 
lerformance Reports for that month. Column |: Activities shown on Form WM 2. Columns 2 
d 3: Must conform with figures on Form WM 6. Columns 4 and 6: Total work units com- 
eted and tota! manhours for each work unit is based on a monthly summary of columns 6 and 
of Forms WM 5 for the month. Column 5: Obtained by multiplying column 4 by column 3. 
lumn 6: Percentage of effectiveness for = work unit obtained by dividing column 5 by 
column 6, 


es reported. Subsequent to the estab- 
ment and promulgation of the initial 
of work units and performance 
ndards, a periodic review (usually at 
e-month intervals) should be made 
determine its validity and adequacy. 
pattern developed at the end of the 
fimst year of the program’s operation 
usually indicate the major varia- 
Ss, such as seasonal peaks and val- 
, Which must be considered in effect- 
necessary adjustments. 
he performance standards so devel- 
oped will be the average of production 
rates reported during the period cov- 
ered. The performance standard selected 
for each work unit should be the figure 
representing the midpoint between av- 
erage production and maximum produc- 
tion, which is generaliy considered the 
point of normal accomplishment. 
After the reporting system has been 
fully effectuated, the supervisor should 
prepare, at the end of each month, an 
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effectiveness report based on a com- 
parison of standard with actual per- 
formance. This report will provide one 
of the most effective tools of admin- 
istration. 

Illustrated in this article is a kit of 
forms designed for the work measure- 
ment program described. Included in 
this kit are: 

Form WM 1. work DESCRIPTION: a 
revision of the conventional task list. 
Because the word “task” usually dis- 
turbs the clerical employee, a new form 
title is used. The new form includes a 
eolumn for recording end products. 
Space is also provided for suggestions 
which the employee may offer more 
readily while reviewing his job. 

Form WM la. DAILY WORK DESCRIP- 
TION will be used in compiling on a 
daily basis, for at least a week, the data 
required for preparation of the worK 
DESCRIPTION. 


(Continued on page 84) 
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Waxes Used in Carbon Paper 


A. F. DRUCKLIEB 
Vice President, Strohmeyer & Arpe Co., New York. 


manufacture of carbon paper are 
carnauba wax, ouricury wax and 
montan wax, which are particularly 
suitable due to their hardness, gloss 
and color absorption. In theory, the 
harder the wax the more impressions 
.can be made inasmuch as each impres- 
Bion consists of a minute flake of wax, 
ontaining color, which is deposited on 
fhe carbon copy of a letter. These waxes 
eing extremely hard and brittle, bees- 
yax is frequently used as a binder. Of 
purse other ingredients such as oils, 
plors, etc., are also contained in the 
bk formula. 
Carnauba wax is produced only in 
razil and is obtained from the car- 
auba palm which is native to the 
prthern part of Brazil, in the districts 
Parnahyba, Fortaleza, and Bahia. 
e wax, a coating on the leaves of 
fe palms, is a protection provided by 
gature to prevent evaporation of mois- 
fare through the leaves, and enables the 
Balm to survive during the dry seasons 
Wpich occur every year. The crop is 


T= principal waxes used in the 


gathered by cutting the leaves and per- 


mitting them to dry, which loosens the 
wax coating on the leaves. This coat- 
ing is removed from the dried leaves 
and melted to produce the carnauba 
wax used in the industry. As the pro- 
duction of carnauba wax in Brazil is 
very primitive, the crude wax contains 
a percentage of dirt and sediment 
which is undesirable in the manufacture 
of carbon paper. Consequently, when 
the crude wax arrives in the United 
States, it is refined and is then sold as 
Pure American Refined Carnauba Wax. 

Ouricury wax is very similar to car- 
nauba but is produced from a palm of 
a different specie. The analysis of 
ouricury varies somewhat from that of 
earnauba. Although it is rarely used 
as a 100% replacement for carnauba, 
nevertheless many formulas do call for 
a large percentage of ouricury in con- 
junction with carnauba. 

Montan wax is produced from lignite 
coal and the largest deposits of this coal 
are found in the Halle district of Ger- 
many where the Riebeck factories are 
situated. Crude montan wax is a by- 

(Continued on page 127) 


View of a Brazilian carnauba plantation. 











50 Million tons 


of paper 
CAN be wrong 


Unwieldy . . . inconvenient . . . liable to the multiple 
yi of misplacement, loss, destruction by fire, 
flood and insects... 


That’s the story of tons and tons of vital records 
which business must keep on hand—all the way 
from corporate records to cancelled checks. 


What’s wrong about it? Simply that all this vast 
accumulation ot paper can be reduced to 1/100 of 
its bulk for simple, convenient protection of vital 
business records. Burroughs microfilming safeguards 
and secures the information on neat rolls of microfilm 
. . + easy to move, easy to store, easy to use for 
reference or reproduction. 


Find out from Burroughs the time-saving, space- 
saving, money-saving benefits of Burroughs micro- 
filming, applied to day-to-day transactions and year- 
in, year-out record storage. Burroughs Adding 
Machine Company, Detroit 32, Michigan. 


WHEREVER THERE’S BUSINESS THERE'S 


Burroughs 


7 sh iz. 
im Micratlia if 


wo pmPoRTANT NAMES /W MICROF i My 
ed 


Bell c Howell § Burroughs 
MANUFACTURER DISTRIBUTOR 


Modern microfilm equipment built by Bell & 
Howell and sold by Burroughs is the finest 
obtainable. It reflects Bell & Howell’s acknowl- 
edged leadership in the field of precision 
instruments for fine photography. 
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nd switchboard operator uses Braille “visible” file at New York State School for the Blind, 
Batavia, N. Y. 


“Wisible” File for the Blind 


E same principles of visibility 
at speed indexing and reference to 
Mrequently-used office records have 
e@n successfully transferred to a 
Braille-Kardex system for the blind. 
Similar in every other way to visible 
index equipment on which it is mod- 
elled, the room assignment records at 
the New York State School for the 
Blind employ the fingertip touch system 
which has done so much to bring wider 
educational, enjoyment and working 
scope to the handicapped. 
Braille, combined with a Kardex Vis- 
ible Index system, is enabling blind 
switchboard operators at the school in 
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Batavia, N. Y., to take over a number 
of duties that are particularly the prov- 
ince of phone operators in most schools. 
In addition to speeding the work of 
school officials through having, immedi- 
ately at hand and suitably indexed, all 
phone numbers frequently used, the girl 
at the board has to keep track of the 
ever-shifting scene in innumerable class- 
rooms and. study halls. 

To locate a teacher or pupil she must 
either contact the classroom assignment 
department or have the information on 
who’s where at any given moment right 
at hand. To the blind telephone opera- 

(Continued on page 88) 
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The Machine of} NE year 


TO CUT YOUR OFFICE WORK LOAD! 


TIME and EFFORT are too costly to 
waste! You can save both and cut office 
work load with the NEW Old Town Spirit 
Duplicator. Make 6 to 600 copies of any- 
thing that can be typed, written, or drawn 
—FAST! Simple to operate, no skilled 
help necessary. Complete demonstration in 
your office without obligation on request. 


This year, or any year, you can’t beat Old 
Town Products. Manufactured by the fore- 
most maker of duplicating supplies for 35 
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years—pioneers in the chemistry of liquid 
process duplicating. A quality you know 
++. @ Mame you can trust, 


RIBBON AND CARBON CO., INC. 


Brooklyn 17, New York 

















Courtesy Advertising Council, Inc. 


INSTON Churchill onee said, 
“War is made with steel and steel 
is made from coal. . . . Coal is the 
foundation and, to a very large extent, 
he measure of our whole war effort.” 
oal is destined to play the same im- 
ortant role in the national defense 
rogram. The Coal industry has no 
onversion problems. More than 5,000 
dependent operating companies, scat- 
red throughout 28 states, now have the 
roductive capacity to meet national 
fense needs without reducing the sup- 
ly for civilian needs. 
The Coal Division of Eastern Gas & 
el Associates is among the foremost 
our country’s leading coal producers 
and distributors. Modern mechanical 
mining equipment and cleaning plants, 
operated by skilled technicians and 
laborers, are used to produce over 
50,000 tons per day of high grade bi- 
tuminous coals. A sales organization, 
including a combustion research service, 
has branch sales offices located in the 
leading industrial and commercial cities 
from the midwest to New England. 
During the past five years our office 
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‘Defense Office 
Planning in 
Coal Industry 


H. G. ELAM 


Assistant Treasurer, Eastern Gas & Fuel 
Associates, Coal Division, Pittsburgh. 


planning has kept pace with the fast 
moving developments and improvements 
of our operating and sales organizations 
in order to properly serve our com- 
pany’s needs economically and efficient- 
ly. Unusual emphasis has been given 
to the human relations factor. Modern 
clerical methods have been synchronized 
with modern office machines and equip- 
ment to enable our office to produce a 
high quality and quantity of work at 
an ever decreasing cost. The highly 
competitive market in which coal has 
found itself since World War IT has 
provided a real incentive for all de- 
partments of our company to utilize 
men, money, and machines with the 
greatest efficiency. 
Fully realizing that 


perfection is 
never attained, we expect to solve what- 
ever problems we may encounter as a 
result of the national defense program 
in the following manner: 


PERSONNEL. To be assured of an ade- 
quate supply of trained office workers 
we have a five point program now in 
progress : 

1. Maintain a salary schedule com- 
parable to the average for the area. 
Losses of trained workers to other area 
industries can be kept at a minimum 
with such a schedule. 

2. Encourage currently employed 
women having the right aptitudes, and 
men of non-military age, to continue 
their basic education in office subjects 
by attending local schools and colleges 
at night. Should we lose some of our 
trained office workers for any reason, 
we would expect to fill such vacancies 
by upgrading other currently employed 
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| SURE LIKE 
TO WORK AT My 
NEW GF DESK 





it's modern... it’s metal 
ooe its America’s first 
choice...its a GF desk 


ERTAINLY 


at her new GF desk and so does 


she likes to work 


every office employee who is for- 
tunate enough to have one. GF metal 
desks in their lustrous gray finish 
and anodized aluminum trim in- 
crease employee morale, improve 
efficiency, make a favorable impres- 
sion on your customers and last in- 
definitely. You might be surprised 
to learn how little GF desks cost in 
relation to the good they can do for 
you. They are truly a worthwhile 


dollars and “sense” investment as 
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thousands of large and small com- 
panies have proven for themselves. 
Get the facts. Write for the folder 
—“GF 1600 Line Desks” and the 
name of our nearest branch or dealer. 
The General Fireproofing Company, 
Dept. 0-26, Youngstown 1, Ohio. 


GENERAL 
FIREPROOFING 
=P a 


——— 
Tan 


Foremost in Metal Business Furniture 
DEALERS THROUGHOUT THE WORLD 


©GF Co. 1960 


vot 
o* 


on a 
eo Ne xo" 
a ¥ ' 


Check these GF features and 
you'll see why the 1600 Line for 
years has been the world’s largest 
selling desk : 


1. Typewriter housed in 
either pedestal, as you prefer. 
Pedestal door swings out and 
bed is simply pulled 
swat Elevator mechanism 
raises it automatically to working 
position. 
2. amned for office pro- 





permit quick rearrangement of 
soy and oll an eae 


6.Four-leg construction 
— — —- for user's 
doesn wt poe remit clone —< 


ac metal construc- 
oe 


pestannse Adige nn. 


This typewriter desk, No. 1660 FCR, 
and others in the complete GF line 
are stocked by GF dealers and branches 
in all market centers. Ask for a demon- 
stration and trial in your own office. 
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for security... 


WARCE one 


Uarco VISITOR’S PASS Regis- 
ter Forms meet both requirements 
for close plant security: first, they 
keep a rigid check on visitors at 
all times; second, they’re easy to 
fill out—on a turntable register 
that’s convenient for guard and 
visitor alike. 

A typical form has three parts: 
one for the visitor, one for the 
gate’s permanent files, one locked 
in the register for checking. All 
three are written as one. All are 
differently colored. All carry the 
same serial number. They usually 
provide for recording the follow- 
ing information: 


1. Date 5. Articles carried 


2. Visitor's name, connection, and identifica- 


6. Time in, time out 
tion 


3. Citizenship 7. Signatures: visitor, guard, person seen 


4. Whom to see and for what purpose 8. Car or truck license number 


Uarco VISITOR'S PASS forms will be printed to 
meet any special requirements—still retaining the 
safe, easy register operation. Call your Uarco 
Representative . . . no obligation, of course. 

Factories: Deep Rives, Connecticut; Chicago, IIli- 
nois; Cleveland, Ohio; Oakland, California. Sales 


Representatives in all principal cities. U A i (; () 
wee wee eee ee eee ee ew eww eseeeeenaeees / y 
UARCO Incorporated i [ele] ite) -y ba 4°) 


Room 1624, 141 W. Jackson Blvd. 
Chicago 4, Illinois 





Business Forms 
Please send samples of Uarco VISITOR’S PASS Register Forms 
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persons showing satisfactory progress 
in their educational endeavors. 

3. Continue to improve relations with 
currently established sources of supply 
of beginning office workers and estab- 
lish new sources of supply. Fulfillment 
of replacement or increased personnel 
needs will be thus assured. 

4. Continue to improve our tech- 
niques in interviewing, screening, and 
testing job applicants. During the past 
three years, we have had phenomenal 
success in this field. Further efforts 
along this line should assure us of an 
adequate supply of apt office trainees. 

5. Encourage first-line supervisors to 
improve their use of the human relation 
techniques. This should result in main- 
taining and improving the proper work 
atmosphere conducive to efficient work. 
METHODS. To decrease our on-the-job 
training time for new or transferred 
office employees, and to improve clerical 
efficiency, we have embarked upon the 
following methods program: 

1. Preparation of an accounting pro- 
cedure manual. This manual will con- 


tain basic instructions regarding the 


many functional tasks currently as- 
signed to the treasury and accounting 
department, as well as any new ones 
that may be added. Each procedure 
starts with a brief description of why 
the task is necessary and the facts upon 
which the procedure is predicated. This 
is followed with an outline of what is to 
be done and who (section or job classi- 
fication title) is responsible for its per- 
formance. 

2. Continuous revision of job descrip- 
tions are being made to include any ad- 
ditions, deletions, or changes of job 
content. These job descriptions serve 
many purposes, two important ones 
being the basis for (1) job evaluation, 
and (2) employee training. 

3. A study is made of each form at 
the time of its reprint. Special studies 
are made of other forms upon request. 
These studies aid in eliminating un- 
necessary reports, or parts thereof, and 
in consolidating or combining others. 
This, of course, saves clerical time while 
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better serving management. 

4. We do not have a formal work 
simplification program at present. Such 
a program would no doubt be very 
beneficial in time reduction and other 
clerical cost savings. Serious considera- 
tion will be given in the near future to 
inaugurating a work simplification pro- 
gram. 
EQUIPMENT AND SUPPLIES. To effective- 
ly operate, should office machines and 
office supplies shortages become acute, 
we are planning as follows: 

1. Make a thorough study of office 
machines and equipment now in use to 
determine their useful and efficient re- 
maining life in performing current 
work loads. Set up a replacement and 
addition schedule based on (a) current 
work volume and (b) inereased work — 
volumes due to the national defense 
program or other increased needs. 

2. Place orders promptly for any — 
office machines or equipment which the 
above study reveals are needed. Al- © 
ready deliveries are much slower thus 
requiring the anticipation of such needs 
farther in advance. 

3. Continue a successful maintenance 
policy for all office machines consisting 
of regular inspections, cleaning, oiling, 
and adjusting to prevent major break- 
downs and excessive wear. 

4. Continue to study all forms and/or 7 
other office supplies to assure maximum 
efficiency from minimum quantity. This 7 
should aid in reducing the quantity of 7 
each form or supply item needed and 
make scarce items last longer. 

5. Place orders for essential forms? 
and supplies as in the past, that is,7 
based upon anticipated delivery sched- 
ules. This requires those responsible to 
be currently informed about deliveries 
to assure orders being placed in time to 
get items delivered when needed. 

6. Where necessary, make a study of 
available substitutes to assure continu- 
ous operations. 

PROTECTION OF BUSINESS RECORDS. This 

is a problem which has been most diffi- 

cult for us (and probably many other 
(Continued on page 82) 











“Old MAC Is Back with the Knack’ at 
9th Annual Seminar and Exhibit 
In Chicago, Feb. 26-March 1 


T= Ninth Annual Seminar of office 





practices and its accompanying dis- 

play of office equipment will be con- 
ducted by the Office Management Asso- 
ciation of Chicago (Chicago Chapter of 
National Office Management Associa- 
tion) at the Hotel Stevens, Chicago, 
from Feb. 26 through March 1. Nor- 
mally a three-day show, it has been ex- 
tended to four days, so that exhibitors 
ean better accommodate the many thou- 
sands of interested visitors. One of the 
outstanding business equipment shows 
in the country, it is held in conjunction 
with the annual Midwest Seminar, 
which is co-sponsored by Northwestern 


University. This conference has at- 
tained national prominence, and _ the 
consistent practice of teaching economy 
in office operations is symbolized by the 
traditional appearance of a Scotchman. 
This year the Scotchman is depicted as 
“ 
' 
ey 








a puppeteer—the man who knows how 

MANPOWER PRoBLE to handle the strings. “Old MAC is back 

> | eae ae with the knack.” The conference opens 

Pr. | ‘NS with luncheon, Monday, Feb. 26, chair- 

o04 maned by W. Miller Bennett, president, 

maa eB ta NOMA International and controller, In- 

N wide eso land Container Corp., Indianapolis. 

VX ua H. W. Dickhut, Stivers Office Service, 

hs and OMAC president, will deliver the 

ee iidemss! 2 address of welcome, followed by Dr. 

OF MANAGEMENT Joseph M. McDaniel, dean, School of 
Commerce, Northwestern University. - 

THE OBLIGATION OF Va 1 The remaining business sessions will all 


A LOOK AT THE 





ro Be COMPETENT be chairmaned by other NOMA officers. 
2 The entire program is geared to prob- 
lems posed by international events. Full 
or partial mobilization will present a 
variety of problems including the drain 
on manpower. Shortages will require 
their own peculiar treatment. Planning, 
controls, methods, budgets, training, all 
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Great... for a guy 


with ten thumbs! 


. ¢ 
@ Of all the mean little piddling jobs 
...do you know any worse than 
separating little postage stamps, 
licking and sticking them on? 
@ The postage meter prints postage, 
any amount needed in one stamp, for 
any kind of mail—even parcel post. 
Prints a dated postmark, with a small 
advertisement (optional), seals the 
envelope flap at the same time. 
@ The meter is set by the postoffice 
for as much postage as you want to 
buy ... protects your postage from 
loss or misuse. Visible registers show 


postage on hand, and the 
postage used. | 
@ There’s a postage meter ¥* 


ce 


for every officeand shipping 
department. Ask thenearest 
PB office to show you 

the model you 

need ...orsend 

the coupon for 

free booklet. 


= PITNEY-BOWES 


Postage Meter Coo! 


PITNEY-BOWES, Inc. 





3463 Pacific Street, 
Stamford, Conn. 
World’s leading makers of mailing machines... Please send free booklet on the DM P 


offices in 93 cities in the U.S. and Canada. 
Name 





Firm 
Address 
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MONDAY NOON, FEBRUARY 26 


TUESDAY MORNING, FEBRUARY 27 





A LOOK AT THE MANPOWER PROBLEM 
PANEL DISCUSSION 


WEDNESDAY MORNING, FEBRUARY 28 


ESTABLISHING A BUDGET 
CLARKE L. SHABINO, Peat, Marwick, Mitchell & Co., Chicago. 


WE HAVE A BUDGET—WHAT NOW? 
ARTHUR H. SMITH, Assistant Controller, General Mills, Inc., Minneapolis. 


WEDNESDAY AFTERNOON, FEBRUARY 28 





OMAC Seminar Program 


WELCOMING ADDRESSES 


H. W. DICKHUT, (OMAC President), Stivers Office Service, Chicago. 
JOSEPH M. McDANIEL, Dean, Schoo! of Commerce, Northwestern University. 


THE PROBLEMS OF MANAGEMENT 
A. B. DICK Ill, President, A. B. Dick Co., Chicago. 


MANAGEMENT PLANNING AND CONTROL 
HAL E. NOURSE, Vice President, United Air Lines, Chicago. 


HOW TO CONTROL THE APPLICATION OF PRODUCTIVE MANHOURS 
KEN WILLETT, Vice President, Hardware Mutuals, Stevens Point, Wis. 


HOW TO CONTROL METHODS 
WALDO WILLIAMS, Manager, Clerical Operations Dept., Aldens, Inc., Chicago. 
TUESDAY AFTERNOON, FEBRUARY 27 


THE OBLIGATION OF MANAGEMENT TO BE COMPETENT 
HUGH A. WICHERT, Assistant Chief Accountant, Fairmont Foods Co., Omaha. 


DEVELOPMENT OF YOUNG EXECUTIVES 


GORDON VAN ARK, Manager, Personne! Development Div., General Foods Corp., 
New York. 








will come in for their share of attention. 
Outstanding authorities, leaders in their 
respective fiélds, will discuss these prob- 
lems. The sponsors firmly believe that 
supervisors can benefit substantially 
from this conference. Line performance 
ean be accomplished if supervisors have 
the broad understanding which such con- 
ferences impart. To effectively imple- 


66 


ment management policies, the super- 
visor must be adequately informed. 
With business entering a critical 
period, intensified attention is concen- 
trated on office machines and equipment. 
If office equipment manufacture is in- 
terrupted, this could be the last Chicago 
exhibit for the duration, and as a result 
should attract a record crowd. Nearly 
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From A National Manufacturer of Business Machines anc 


We have made several tests with your Egerase p 
and believe that it has many uses. Although i 
our policy to endorse any product to our sales 
like them to be familiar with the product so t 
recommend it to their customers for suitable a 


Type a few lines on this sheet of Millers Falls EZERASE. 
Substance 16, making an intentional error of one or two 


letters. Then make erasure with an ordinary pencil 
eraser. 


Re-type — can you detect the correction? 

















japer samples 
it is against 
imen, we would 
jhat they can 
-pplications. 


& 


RETURN 
THIS 
POST 


From A West Coast Food Di outers 
After making the t : 


all th 


at you say i 


est we find , 
t is, it is 











WLM hen WAAAY 3 
BOND and ONION SKIN 


Millers Falls EZERASE is made in white only. sub- 
stances 9, 13, 16 and 20. It is available in the 
standard cut sizes 8!/, x 11, 81/. x 13 and 81/2 x 14 in 
attractive 500 sheet boxes. 


Handy Packets or 
Boxes of 100 Sheets 
are available in sizes 
8.x ll, 82x13, 8/2 x 
14 in substances 9, 13. 

16 and 20. 


ALSO FOR YOUR PRINTER 


For use on Letterheads, Invoices, Statements and 
other Office and Factory Forms. 
Millers Falls EZERASE is stocked by leading paper 
merchants throughout the country in the following 
sizes in all weights: 

17 x 22 17x 26 17 x 28 

22 x 34 26 x 34 28 x 34 


EZERASE is made by the 


MILLERS FALLS PAPER COMPANY 
MILLERS FALLS, MASSACHUSETTS 


This Folder is Printed on EZERAZE, White, Substance 16 








eighty exhibitors will present the latest 
equipment and methods designed to in- 
crease office preduction. Many new 
office developments will be exhibited for 
the first time in the midwest in dramatic 
presentation of office tools and auxil- 
liaries which will provide an ideal meet- 
ing ground for manufacturer and con- 
sumer to determine the requirements of 
office machines, equipment and supplies 
in the immediate future. 

The apparent military and economic 
mobilization demands managerial com- 
petence to meet the challenge of in- 
creased production. There is support 
for the contention that progress in eler- 
ical production often trails the produc- 
tion achieved in manufacturing opera- 
tions. It can and should be corrected. 
Constant problems of improving tech- 
nical skills, maintaining efficiency stand- 
ards, work simplification, training and 
the entire gamut well known to office 


managers will be discussed in the con- 
ference sessions. 

Those designated as supervisors have 
an accepted potential which deserves 
consideration. To capitalize it, execu- 
tives should have their supervisors at- 
tend the conference and the display of 
equipment. Organizational — benefits 
should be substantial. 

Myron D. Ross, Jewel Food Stores, 
Chicago, past president, OMAC, who is 
general chairman of the Seminar and 
Office Equipment Display, is confident 
of its complete success. John J. Solon, 
Peoples Gas Light & Coke Co., Chicago, 
who is in charge of the exhibit which 
will fill the Stevens Exposition Hall, 
expects it to attract a reeord crowd of 
office executives and clerical workers. 
Registrations and inquiries should be 
directed to George A. Roubik, executive 
secretary, 105 W. Madison St., Chicago 
9 








Acme Visible Records, Inc. 
Addressograph-Multigraph Corp. 
Allen Wales Adding Machine Agency 
All-Steel Equipment, Inc. 

American Automatic Typewriter Co. 
American Lithofold Corp. 
Anderson-Church, Inc, (Soundscriber) 
A. K. Andrews Co. 

Art Metal Construction Co. 

Edwin C. Barnes & Bros. (Ediphone) 
Bircher Co, 

E. W. Boehm Co. 

Boom Electric & Amplifier Co. 
Burroughs Adding Machine Co. 
Business Efficiency Aids, Inc. 
Chicago Bureau of Filing & Indexing 
Chicago Evening Schools 

Cincinnati Time Recorder Co, 

Clary Multiplier Corp. 

E. Conway, Inc. 

Ralph C, Coxhead Corp. 
Cummins-Chicago Corp. 

Davidson Sales & Service Agency 
Dictaphone Corp. 

Diebold, Inc. 

Ditto, Inc. 

Duplicopy Co. 

Egry Register Co. 

Elliott Addressing Machine Co. 
Friden Calculating Machine Agency 
General propresing Co. 

Globe Furniture & Stationery Co. 
Gray Audograph Corp. 

Jones Commercial High School 

Lee F. Kollie, Inc. 

LeFebure . 

Marchant Calculating Machine Co. 
Marr Duplicator Co. 





Exhibitors at OMAC Seminar 


Marshall Field & Co. 
Marshall-Jackson Co. 

Master Addresser Co. 

McBee Co. 

McCaskey Register Co. 

Monroe Calculating Machine Co. 
Mosler Safe Co. 

Multistamp Chicago Co. 
National Cash Register Co, 

The OFFICE Magazine 

Office Equipment Co. of Chicago 
Office Management & Equipment 
Office Management Assn. of Chicago 
Olivetti Corp. of America 

Peirce Wire Recorder Corp. 
Pitney-Bowes, Inc. 

Powers-Samas Accounting Machines (Sales) Ltd. 
Rand McNally & Co. 

Recordak Corp. 

Remington Rand, Inc. 
Rex-O-Graph Sales & Service 
Robotyper Corp. 

Rockwell-Barnes Co. 

Rol-Dex Div., Watson Mfg. Co. 
Royal Typewriter Co. 

Spak & Natovich, Inc. 

Standard omen ay Machines Corp. 
Standard Manifold Co. 
Statistical Tabulating Co. 
Stenographic Machines, Inc. 
Stivers Office Service 

Tallman, Robbins & Co. 

Tiffany Stand Co. 

Todd Co 


Triner Sales Co. 

Victor Adding Machine Co. 
Weber Addressing Machine Co, 
Wheeldex Chicago Co. 
Workman Service, Inc. 
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"better 
than 
ever’’..c.- 


TRADE MARK 


Waste Baskets 


reduce waste receptacle costs! 


New Vul-Cots give lifetime service—colors don't 
chip off, rims don't break. Made of hard vulcanized 
fibre they are light weight, noiseless, durable and 
attractive. Our exclusive bonded seam construction 
gives added strength—improves appearance. 
Easy to handle—easy to clean. They don’t crack, 
splinter, dent, rust or corrode ... are guaranteed 
for 5 years. Vul-Cots cut your maintenance and 
replacement costs. Write today for catalog price 
sheet—Dept. O-2. 


The Round Taper—most popular 
of all Vul-Cots for general office 
use. Takes up small space, is neat 
and attractive. Two sizes, Nos. 
2 and 3. 





The Square Taper—a distinctive style, popular with 
executives and ideal for reception or board rooms. 
One size, No. 5. 


The Round Steaight—specially designed for wash- 
rooms, basements, ticker rooms, lobbies, shipping and 
mailing rooms. Two sizes. Nos. 9 and 10. 


Colors—All sizes made in standard colors—maroon-brown and 
olive-green. Gray also available for use with gray office furniture. 





NATIONAL VULCANIZED FIBRE CO. 


WILMINGTON, DELAWARE 
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OFFICE EXECUTIVES REPORT 


4 ON THEIR DEFENSE PLANNING 





New York, N. Y. 


During the past year and one-half we 
have carefully surveyed all of our 
branch offices, the idea being to elimi- 
nate surplus help wherever it was found 
to exist and improve methods through 
the use of work measurement standards 
to result in a higher output per em- 
ployee. As a supplement to this follow- 
up we have installed a branch office 
clerical training program, detailed in 
breakdown form. We have found that 
this has greatly enhanced the training 
of newer employees, and advanced the 
training of older employees as well. This, 
of course, has the effect of increasing 
employee output by making them better 
informed. 

We have gradually replaced obsolete 
office equipment with new, and in some 
cases, improved types of machines. Pres- 
ently a survey of paperwork is being 
conducted, and time studies developed, 
the idea being to determine what paper- 
work can be eliminated without losing 
operating data which may be necessary. 
Microfilming of corporate records has 
been completed, and the finished film 
stored in a safe location. This will pre- 


serve the essential corporate records in‘ 


microfilm form in the event a catas- 
trophe should demolish the general office. 
—C. 8. WEBSTER, Controller, National 
Biscuit Co. 


Portland, Ore. 


We started our survey of office per- 
sonnel right after the outbreak of the 
Korean ‘Police Action.’ We did this be- 
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cause we are probably pessimistic rather 9 
than because of foresight. Our first job 7 
was to determine the probable status of 7 
our male employees, then our female em- 7 
ployees and their husbands, sweethearts, 7 
etc. As a result we find our office staff } 
in a very good position. Future replace- 7 
ments, if any, will be interviewed with 7 
the defense program in mind. One for- 7 
tunate result of our fire a year ago is7® 
that we now have almost 100% modern ~ 
equipment, systems and supplies. We 7 
feel now we are in a position to resume 7 
our place in essential industries first 
after the shipyards, airplane factories, 7 
ete., as we were in the last war.—P. 
THORNTON, Office Manager, Tracey & 
Co. 


Cleveland, Ohio 


We are continuing on what we ool 
sider to be a sound basis for conducting? 
clerical activities; that is, a continual 
review of operations and procedures té 
eliminate all activities and steps that 
do not contribute to the accomplishmen 
of the objective of the organization, t@ 
mechanize operations which can be effec? 
tively mechanized, to review present 
mechanical equipment, to replace that 
which is obsolete or which is likely to 
cause difficulty through the requirement 
of excessive repairs or services, to con- 
tinue the most effective method of re- 
cruiting, selecting, indoctrinating, and 
training of both operating and manage- 
ment personnel, to improve communica- 
tions with employees, and to keep them 
currently informed so they will better 
understand the problems arising through 





‘ 
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changed conditions, and continue to de- 
velop and maintain the team spirit that 
is so necessary for satisfactory and suc- 
cessful operation. 

Probably the greatest variance from 
normal procedure will be the accent on 
mechanization to partially compensate 
for the present and anticipated scarcity 
of qualified replacements. There will be 
a number of instances where inability 
to obtain qualified personnel will shift 
the advantage to further mechanization. 
We are not fearful of the future, as the 
loyalty, ingenuity, and team spirit that 
has been developed over the years has 
built an organization that has carried 
us safely through the course of 80 years, 
and we are sure it will be adequate for 
the trying times which are ahead of us. 
—G. T. VANDERBILT, Asst. to Vice 
President Accounting, Standard Oil Co. 
(Ohio). 


New Haven, Conn. 


We have reviewed our office personnel 
s to its adequacy and age groupings as 
e enter upon the national defense pro- 
ram and have made plans accordingly. 
e have re-appraised and restated the 
sks for each office position with a re- 
etermination of the minimum and 
ximum pay for each job evaluated. 


We have placed orders for such office 
chines, mostly electric, as we can now 
a need for. Conversely we are study- 
our procedures to see where original 
ndwritten paperwork can be made to 
ve without typing just for appearance 
e. This last appears to offer very 
ited opportunities for time-saving. 


While we are not taking any steps 
specifically aimed at protecting records 
from enemy action, we have re-surveyed 
the possible penalties through the fire 
loss of vital records and have ordered 
fireproof equipment for such records as 
will become increasingly important as 
the defense effort progresses. 

Since there will be a shift in business, 
in many cases, away from consumer 
goods to defense requirements, we fore- 
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see that some small businesses and whole- 
salers will experience difficulties during 
the transition. Therefore, we are re- 
viewing our credit policies and taking 
steps to watch our collections and the ex- 
tension of credit more efficiently and to 
take any necessary action more promptly 
than heretofore. Overall we expect to 
retain our office personnel, without seri- 
ous defection, as in the past war, and 
to adjust our pace in the office to that 
of production with confidence that proper 
planning and the will to take on a 
problem will offer the required solution. 
—N. A. CLOUET, Sargent & Co. 


New Orleans, La. 


Our office planning has been affected 
by the defense program to the extent 
that we have attempted by all means 
available to secure the most modern 
mechanical devices available to speed up 
each and every office operation and 
minimize the use of personnel. If the 
present trend continues we feel that in 
many instances it will be necessary that 
we substitute female employees for the 
present male employees in our force. If 
as a result of the defense program office 
personnel is unavailable we do anticipate 
curtailing as many unnecessary opera- 
tions as possible during the emergency. 
—W. F. HOERNER, Secretary, Wesson 
Oil & Snowdrift Co. 


Ottuma, Iowa 


Office managers will have their prob- 
lems in meeting any government pre- 


paredness program. The steps they take 
and how well they succeed will depend 
largely on their previous experience and 
willingness to accept suggestions. Pos- 
sibly the steps we have taken as we 
watched the national defense program 
develop will be of interest to others. 
Printed forms: As the government’s 
program began to develop, we realized 
there might be trouble ahead. So we 
took stock of our supplies and built a 
conservative reserve at the lower price 
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“In our office figure work “It’s so easy to operate. My hands “There are so many featul 
must be right! That’s why seem to float over the keyboard and a girl appreciates! The mm 
my boss got me a new Compt- the touch is practically effortless. No Comptometer colors, for @n- 
ometer.” (Comptometer’s ex- more 4 o’clock wilts for me!” (Float- stance, are easy on the ey 
clusive three-way error control ing Touch brings ease of operation (Colors are scientifically” 
absolutely eliminates errors plus speed and accuracy—an unbeat- lected to prevent eyestraii 
caused by faulty stroke!) able combination !) ¢ 














Naturally, we are pleased and proud that 
operators from coast to coast (and their 
bosses, too!) have expressed enthusiastic 
approval of the new Comptometer. 


You and your operators will also be 
delighted with its speed, efficiency and 
ease of operation! Why not call your 
nearest representative today . . . and ask 
for a demonstration? 


| Corian ~~ 


REG. U. S. PAT. OFF. ‘ New Electric Comptometer 
oe ee MACHINES 


Made only by Felt & Tarrant Manufacturing Co., 
Chicago, and sold exclusively by its Comptometer Division, 1715 North Paulina Street, Chicago 22, Illinois. 











N.W. AYER & SON 
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Botton Management—1951 


That's the all-important theme of the 


9th ANNUAL MIDWEST SEMINAR 
AND 3 
OFFICE EQUIPMENT DISPLAY 


FEBRUARY 26, 27, 28 & MARCH I! 
STEVENS HOTEL 


sponsored by 


OFFICE MANAGEMENT ASSOCIATION OF CHICAGO 


(Chicago Chapter of National Office Management Association) 
AND 


NORTHWESTERN UNIVERSITY 


Cocccccccccoccococcccooosoocosos PROGRAM ecoccccccccoccoccocossoocsceseoeCe 





Monday Noon, February 26 Tuesday Afternoon, February 27 
Annual Luncheon A LOOK AT THE MANPOWER PROBLEM 


THE PROBLEMS OF MANAGEMENT s Wednesday Morning, February 28 


1:30 P.M. ESTABLISHING A BUDGET 
an 
OFFICE EQUIPMENT DISPLAY OPENING WE HAVE A BUDGET—WHAT NOW 


Monday Afternoon, February 26 Wednesday Afternoon, February 28 
MARAGERENT PLANNING AND CONTROL THE OBLIGATION OF MANAGEMENT 
T 


Tuesday Morning, February 27 0 BE COMPETENT 


and 
HOW TO CONTROL THE APPLICATION DEVELOPMENT OF YOUNG EXECUTIVES 
OF PRODUCTIVE MAN HOURS 


0000000000000 0C6 00008088 


Wednesday Evening, February 28 


and 
HOW TO CONTROL METHODS Annual Banquet 


Attendance at the Seminar by supervisory personnel is of vital importance. Practical appli- 
cation and operation of company policy at the ougie ee level is an essential responsibility 


of supervisors, Office managers are urged to REGISTER their SUPERVISORS EARLY. 





For Full information on all phases of the 
Seminar and other activities call or write: 


OFFICE EQUIPMENT DISPLAY 
Office Management Association 

of Chicago IN CONJUNCTION WITH SEMINAR 
105 W. Madison St. 72. exhibitors will show the latest in office 
Chicago 2, Illinois cag ei bei services in 38,000 
square feet of exhibit area. Don’t miss 

ADMISSION BY TICKET ONLY : : thi 
SECURE YOURS FROM YOUR these educational and practical exhibits. 
OFFICE SUPPLY HOUSE 


OFFICE MANAGEMENT ASSOCIATION OF CHICAGO 


(Chicago Chapter of NATIONAL OFFICE MANAGEMENT ASSOCIATION) 
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level. Our present plan calls for re- 
ordering printed stationery items on the 
basis of printers’ schedules. In our 
Multigraph, Multilith and Duplication 
Divisions we expect to order current 
needs, maintaining our present inven- 
tories. 

Equipment: We have projected our 
thinking for some years. While there 
may be errors in judgment, the same 
idea worked for us during World War 
II. We have studied our equipment in- 
ventory and by replacement and outright 
purchase have effected changes which 
should allow us to meet our requirements 
for some time in the future. 

Trained office workers: This has been 
and will continue to be a problem. At 
present we are filling each job and plan 
to continue that practice rather than at- 
tempt a reduction. Our future plan calls 
for a program of training high school 
and business college students during 
vacations so that we may build a reserve 
of people who may be employed on a 
permanent basis later in the year. 

Just one last thought—clear thinking 
and common sense on the part of gov- 
ernment agencies in asking for only es- 
sential information will limit the prob- 
lems of all office managers.—W. C. MUL- 
LIN, Office Manager, John Morrell & Co. 


Chattanooga, Tenn. 


Each year there appears to be a bet- 
ter understanding of office management, 
principles, practices and objectives. 
While we may not be embarking on any- 
thing really new, there will be a new 
emphasis on form coordination, cor- 
respondence practices, and space condi- 
tions. The assistance in the creation of 
the record through form design is better 
understood and received. Our trial use 
of unit sets with one-time carbon for 
correspondence and reports promises con- 
siderable savings, and the sets are likely 
to be favorably received as standard, 

We are considering the new L-shaped 
office units in our layouts and find a real 
interest in the savings in space and con- 
venience. The new colors for furniture 
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are in demand and we are experimenting 
with changing present desk and table 
tops to light grey for better seeing con- 
ditions. If conditions continue, we are 
likely to review our training practices 
and develop a pool for recruitment. In 
short, many of the things that were 


“started years ago are now in everyday 


demand.—_CHARLES 0. LIBBEY, Head, 
Office Methods Staff, Tennessee Valley 
Authority. 


Findlay, Ohio 


In conjunction with our country’s pre- 
paredness efforts and our office planning © 
for 1951, we have replaced many of our | 
office machines so that at the present 
time most of our machines are less than 
two years old. Also, we have replaced ~ 
most of our old furniture with modern 
furniture. Like many other offices we 7 
have found the supply of trained office 7 
workers insufficient. To partially over-~ 





come this problem, we now hire married 7 


> 
& 


women. Also, we are initiating a train- 
ing program for typists, stenbavapheedll 
and secretaries. : 
One of our problems at the present] 
time is the lack of floorspace to take® 
care of the additional stock of forms 
due to the increase in the period of de-7 
livery. Several months ago we coul 
place orders for three months’ delivery# 
This has now been increased to six of 
seven months’ delivery. More than eve 
we need to study work flow and offic 
methods in order to do office work in 
more efficient and economic fashiony 
While this should be our constant qual 
yet the defense program increases thé 
need for'these studies—E. H. BACKEY, 
General Office Manager, Ohio Oil Co. 


Anderson, Ind. 


Some time ago, a survey was made by 
the officials of our company to determine 
what (if any) needed to be done to as- 
sure full and complete operation for at 
least the next two years. Doubtful 
equipment was replaced at that time, so 
no further replacements are anticipated 
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for several months. One important de- 
cision was made by our company at the 
time of the above mentioned survey, and 
that was to the effect that no replaced 
equipment should be traded in. (It is 
retained as a cushion against possible 
shortages, either in this office or others 
of the company.) 

Our plant manufacturing facilities 
have naturally been much improved to 
care for heavier volume demand and also 
to lower costs wherever possible. All 
this has, of course, made it necessary 
to expand clerical and office facilities to 
keep step.—W. C. CUNNINGHAM, Of- 
fice Manager, Container Corp. of 
America, 


Milwaukee, Wis. 


The preparedness program will multi- 
ply our volume of paperwork and will 
also multiply our general office problems. 
In the early part of last year our com- 

any installed microfilming equipment 

ith the idea of microfilming all perman- 
nt records as well as those called tem- 
rary records. It seems to us that micro- 

Iming is the answer to the loss of 

ecords by enemy action, provided of 

ourse, that such films are stored else- 

here other than in the general office. 

ur regular program of replacing office 

uipment will in our estimation elimin- 

te to a great extent, at least, the prob- 
of shortages in office equipment.— 
F. SHEELEY, Globe-Union, Ine. 


merville, Mass. 


We have replaced some of our equip- 

ent such as typewriters and billing ma- 
chines perhaps two years sooner than 
ordinarily in order to forestall shortages 
in the near future. For example, we are 
replacing our manual typewriters with 
electric typewriters and in our tabulat- 
ing department we have replaced many 
of our machines with new models. 

We haven’t done very much about 
overcoming the possible shortage of 
trained office workers in the near future 
except that we have two recent high 
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school graduates who are being trained 
to take over two or three important jobs 
if necessary.—S. GOODMAN, Controller, 
M & M Transportation Co. 


Topeka, Kans. 


To maintain good office routines and 
give service to the public in a large state 
department will of course require alert 
planning and watchfulness in the suc- 
ceeding months ahead. Knowing that 
there will be a shortage of office ma- 
chines and equipment, we have recently 
purchased a microfilm set up which will 
allow us to microfilm records, thus sav- 
ing file cabinets and valuable space. 
Further, we have purchased replacement 
typewriters and accounting machines so 
that we can go through a considerable 
period of time without additional pur- 
chases. One problem will be with re- 
spect to paper shortages, which are now 
developing with different types and 
weights of paper, in connection with the 
various forms necessary in administering 
our laws, and in this connection we are 
trying to have our State Printer buy 
ahéad where possible. 

With respect to shortage of trained 
workers, our Governor has, in connection 
with the State Department of Civil Serv- 
ice, made a survey of all male manpower 
so that we will be aware of any shortage 
that may develop because of military 
service or defense industries. Typists, 
stenographers, and office accountants are 
now very hard to locate due to military 
installations in this State paying higher 
salaries and thus taking all qualified 
workers leaving business colleges and 
universities—AL SCHENKOSRY, Chief, 
Motor Fuel Tax Div., State of Kansas. 


Orange, Texas 


We have not in our office made any 
long-range plans other than tentative 
plans of what we will do in case we are 
called on for a large volume of war pro- 


duction. Our office equipment and pro- 
cedures are based upon the present peace 
time volume of work. In case of a large 
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N? MATTER what line of business you’re in . . . manu- 
facturing, distributing, banking, transportation . . . this 
factual brochure gives the answer to your business forms 
problem. It also points the way to greater efficiency and ‘ 
lower administrative costs, through up-to-date time and C0 U PO N 


highly informative folder. It’s yours for the asking—send 


labor-saving methods. Every businessman should read this T 0 p Ay! f 


for it today! 


IF YOU USE... 


@ Invoices @ Tabulating Forms 

@ Purchase Orders @ Sales Orders 

© Shipping Orders @ Receiving Reports 

@ Voucher Checks @ Bills of Lading 

@ Credit Memoranda @ Freight Bills 

@ Teletype Forms © Manufacturing Orders 

GET THIS INFORMATIVE BROCHURE NOW! 
See our exhibit—BOOTH 66 -at 


the O.M.A. Show, Feb. 26 through 
Mar. 1, Stevens Hotel, Chicago 


AMERICAN LITHOFOLD CORP 


500 Bittner Street «+ St. Louis 15, Missouri 


Gentlemen: Please send me a copy of your FREE folder that reveals 
how to get better results—in less time and at lower cost--through 
up-to-date business methods. 


COMPANY NAME 


ADDRESS 





10 KEYS GIVE YOU 
ALL CALCULATIONS... 


without looking 
at the keyboard! 


€ Smallest, easiest-to-operate FULLY 
AUTOMATIC ELECTRIC—for prac- 
tically all normal business calcula- 
tion. Register capacity 9-8-13 digits. 
FACIT ESA-O $550.00 


oem 


Add, subtract, multiply and divide by 
simple-to-learn typewriter touch sys- 
tem on dustproof, rustproof, fool- 
proof hand-operated FACIT TK 
9-8-13 Capacity only $179.50 


The same calculating machines 
used by mathematicians the 
world over—FACIT Calculators 
are famous and practical be- 
cause they are built by Swedish 
engineers who set the tolerance 
standards for American preci- 
sion manufacture. 
FACIT NEW YORK assures 
: : prompt delivery, quick servicing 
Equipped with larger registers for by skilled FACIT-trained repair- 
special needs where a 10-10-19 ca- engineers, and.a continuous 10 
pacity is required. Hand-operated years’ estimated supply of spare 
FACIT LX $275.00 parts. LITERATURE ON RE- 
QUEST! 


Semi-automatic electric also 
available at $375.00. Write 
for folder on FACIT NEA. 





All the keys within the span of one hand! 


FACIT INC., 500 FIFTH AVE., NEW YORK 18, N. Y. 
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volume of defense work, we plan to build 
and completely equip a new office build- 
ing sufficient in size to accommodate the 
volume of work anticipated. 

We do not have any sort of training 
programs. We would probably follow 
our experience during the last war in 
this connection. It should be pointed 
out that any plans we have made to 
date will be placed in operation only 
after being called upon to perform de- 
fense work and will not be done in an- 
ticipation of receiving defense work.— 
R. R. ALLEN, Controller, Levingston 
Shipbuilding Co. 


Salem, Ore. 


The office of the Secretary of State in 
Salem has taken steps during the past 
year to microfilm all of our cancelled 
paid warrants issued since 1935, to make 
available steel filing equipment for other 
purposes than storage of paid warrants, 
and to provide a complete, handy and 
permanent record of all paid warrants. 
These films have been safely filed in 
vaults. In addition we are microfilming 
ledger records and plan to continue in 
the interest of conservation of space, 
and release of filing equipment while 
maintaining a permanent record readily 
available—HAROLD F. PHILLIPPE, 
Manager, Accounting Div., State of 
Oregon. 


Coatesville, Pa. 


To date our office planning has not 
been affected by the defense program 
even though approximately 30% of our 
production is either directly or indirectly 
applied. We, of course, as the defense 
program gathers acceleration, may be 
forced into considerable paperwork in 
the reporting to government agencies on 
sales, purchases, inventories, contract 
renegotiations, etce., which will mean 
some additional office force. We believe 
that we do have the required space to 
take care of this additional requirement 
if it should occur. We are not located 
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Sap peetaereeions-vrnetmene Bina catered. ie ase 


THE TEAM THAT 
LIGHTENS YOUR 
OFFICE WORK 


RASERS //K 


wood encas 
eraser for 
pencil or 
typewriting 





ce ee ea 


PRESIDENT: Higher taxes require cost 
cutting. But how? 


CONTROLLER: We'd better look into 


the economy and efficiency 


of the Royal Electric! 


Royal Electric Typewriters are 
bringing new economy and increased 
production to America’s business 
offices. Heavy-duty routine work is 
delivered with remarkable speed and 
economy. And for specialized jobs, 
the Royal Electric can supply as many 
as 20 carbon copies. 


It is as much at home in your own 
executive department as in the typing 
pool. Management’s letters sparkle 
with a crisp clarity that does credit to 
ithem . . . and to the firm. 


For whatever purpose it is used, 
¢ Operator invariably gains in mo- 
le, because fatigue and tension are 
nished. 


Here’s important news! On the 
Royal Electric the controls are in the 
same position as on Royal Standard 
Typewriters. Operators are on fa- 
miliar ground. The problem of a time- 
consuming “change-over” has been 
eliminated by the Royal Electric. 


Exclusive ““Touch Control” allows 
the operator to adjust the touch to 
give her the “feel” she prefers. And 
“Magic” Margin permits instant 
automatic margin setting. These are 
exclusive Royal Electric features! 


May we show you the cost-cutting 
performance and superior work of 
the Royal Electric? Have your secre- 
tary clip the coupon. 


STANDARD Q ¥ 4X ELECTRIC 


Made by the World’s Largest Manufacturer of Typewriters 


“Touch Control” and “Magic” are registered trade-marks of 
Royal Typewriter Company, Inc. 
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SEND IN COUPON NOW! 


ee ee 


Royal Typewriter Company, Inc., Dept. 44 
2 Park Avenue, New York 16, N. Y. 


I would like a copy of the brochure, “Picture of Progress,” 
describing the Royal Electric. 


NAME 
COI ec rcictieien 


ADDRESS 
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...because this NATIONAL does more 
‘than half her work automatically. 


requently the saving returns the entire cost of the 
achine the first year, then runs on year after year 
handsome profit. 

This new National “31” has an exclusive combina- 
tion of cost-cutting features. On some jobs it does 
two-thirds of the work automatically. It produces 
several records simultaneously. It handles a wide 
variety of accounting jobs, and can be switched from 
one job to another in seconds. 

The operators are pleased, too, because they 
accomplish so much more with so much less effort. 
What savings can you obtain with a National? The 
local National representative—a trained systems analyst 
—will gladly show you. Phone him today! 


THE NATIONAL CASH REGISTER COMPANY 
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Get this FREE 
20-page booklet 
from your local 
representative, 
or write to the 
Company at 
Dayton 9, Ohio. 

















im a congested area so that many of the 
problems faced by others are not para- 
mount with us.—R. G. BLOOM, Con- 
troller, Lukens Steel Co. 


Atlanta, Ga. 


The defense program has caused con- 
siderable turnover in our personnel, due 
to the availability of defense jobs, etc., 
and this despite the fact that our level 
of wages is high for this area. We have 
purchased new office equipment in an 
effort to cut down our need of personnel, 


but increased volume has negated this 


effort to a large extent. We are en- 
deavoring to hire and train our new em- 
ployees as far in advance as possible, 
realizing that we are not going to obtain 
the same quality personnel now as we 
have in previous years. We are attempt- 
ing to give them more supervision and 
instruction, 

Our plant facilities have been greatly 
expanded. We are endeavoring in every 
way to cooperate with government 
agencies by furnishing material directly 
on bid and contract quotations, as well 
as supplying our increased commercial 
trade. Our wage standard has been in- 
creased, not only because of the defense 
program, but also because of general 
wage increases over the previous year. 
We are making every effort to hold our 
qualified help. We are using an improved 
technique in the selection of employees, 
involving standard interviews, and vari- 
ous aptitude and personality tests.—W. 
H. FREY, Puritan Chemical Co. 


Watervliet, N. Y. 


During 1951, we expect to hire men 
35 and older to perform work now as- 
signed to younger men. Revisions of 
forms, flow of work, office layout—all 
systems improvement ideas, will have to 
be developed to reduce personnel re- 
quired, as in normal times, but more 
so in 1951. Mechanization will be intensi- 
fied to reduce requirements for person- 
nel. Frills will be eliminated—reports 
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r COMPLETELY DIFFERENT — 
BD UNIQUE +PRACTICAL 


| 


Bind-all Plastic Binders glamorize and Protect 
reception room magazines, preserve catalogs, 
price lists and business reports, beautify and 
simplify publication files. No backbone of 
cover imprinting needed . . . cover of bound 
material shows through clearly and completely, 


Publications are quickly inserted, instantly ine 
terchangeable. Pre-scored hinge-fold plasti¢ 
will not crack, burn or deteriorate. Bill 
plastic binders are available in sizes to fif 
standard. publications, regular hard-cover books 
or tailor-made to your specifications. : 


Also available. Transparent plastic binders for 
pocket or company check books. 


@ TRANSPARENT 


@ INDESTRUCTIBLE ; 
Pliable, heavy gauge VINYL! 
*T.M, of U.Ca 


@ CONVENIENT ¥ 
Requires no drilling or punchifig. 
Fastening rods hold mateft 
securely. FS 


om © oy Ea Ga a 


MANUFACTURING CORPORATION 
Plastic Fabricating . Division 
430 W. GRANT PLACE CHICAGO 14 


Please send me complete details and prices 
I on your new Bind-all PLASTIC BINDER. 


| COMPANY NAME j 
J ADDRESS { 
i 
| 
| 








[city ZONE — STATE 
Is SIGNATURE 
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Now you can get 


DOUBLE 
PROTECTION 


against colds and other upper 
respiratory infections with the NEW 


COLUMBIA 
GLYCO-MASTER vaporizer 


equipped with a 
GERMICIDAL LAMP 


Here is the ultimate in glycol vapor protec- 
ion. This new unit gives a double, death- 
dealing blow to air-borne bacteria and 
iruses. 


§ Forced circulation draws in untreated air 
om the room or office over the Germicidal 
amp and mixes it with Glyco-Cide vapors 

it passes through the grille-like opening 
n the top. This process sanitizes the air 
vice in a fraction of a second and assures 
s that all areas will be penetrated. 


The Germicidal Lamp, in addition to its 
diy effectiveness against germs, deodor- 
iges the air and makes it country fresh. 


is is a Columbia exclusive—no other 
it like it on the market today. 


Columbia Glyco- 
Masters come in 
Beer models — 
treating from ap- 
proximately 10,000 
to 1,750,000 cu. ff. 
of air per hour. 
Air conditionin 
models for install- 
ation in your pres- 
ent ventilating sys- 
tem available. 


Write for complete information today. 


COLUMBIA CHEMICAL CO., Inc. 


Dept. O—154 E. Erie St., Chicago, Illinois 
Columbio—The Gem of the Glycol Vaporizers 





$2 








that do not result in management action 
will be eliminated. The office manager 
will utilize the same techniques as the 
factory manager—methods engineering, 
planning, scheduling, quality control.— 
EDWARD 8S. LECKY, Treasurer, Auto- 
graf Brush & Plastics Co. 


Franklin, Va. 


We have anticipated our needs for 
equipment by purchasing new type- 
writers, payroll accounting machine, add- 
ing machines, and transcribing equip- 
ment. We are in an area that provides 
a limited market for trained office per- 
sonnel. Due to the fact that there is 
no business college in this, or nearby 
areas, we have employed and are train- 
ing additional personnel who we feel 
will be of considerable help to us in the 
event there is a national emergency. We 
have always had a training program 
which called for the transfer of em- 
ployees between various departments so 
that they could broaden their scope, and 
prepare themselves for higher earnings, 
and at the same time provide us with 
trained personnel for interchange in 
emergencies.—S. A. LIPSCOMB,’ JR., 
Controller, Camp Mfg. Co. 


New York, N. Y. 


We are filming some of our very im- 
portant records and sending an addi- 
tional copy to Cuba for safekeeping, 
should there be any enemy action in this 
city. — HARRY HOUSE, Purchasing 
Agent, Cuban Dominican Sales Corp. 


Coal Industry 


(Continued from page 63) 


companies) to grasp the full signifi- 
cance thereof. At this time we have not 
formulated any definite plan of action. 
We have explored the possibilities of 
microfilming current essential records 


| at frequent intervals and storing the 
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“ : finished those . 
oe 3000 bulletins already? 








YES, MR. BARR. 
1 ONLY NEED TO 
CUT ONE STENCIL 
FOR AS MANY AS 
5000 COPIES ON 
HAMMERMILL 
MIMEO-BOND 





That’s right! On Hammermill Mimeo- 
Bond you get as many as 5000 copies 
from a single stencil—and every one of 
them clear, clean, sharp, easy to read. 
On this specially processed mimeo pa- 
per you will turn out bulletins, reports, 
price lists—any kind of mimeographed 
mailings—that invite reading and create 
sales. 

And Hammermill Mimeo-Bond comes 


You can obtain business printing 
on Hammermill papers wherever 
you see this shield on a print 
shop window. Let it be your 
assurance Of quality printing. 


in white and seven distinctive colors, en- 

abling you to put your message on 
“signal system” color readily iy 

as your own. Test Hammermill Mim 

Bond. Send the coupon for 100-sh 

test packet. With it 

we'll include the Ham- 

mermill idea-book, 

“Better Stencil 


PACKET OF HAMMERMILL 
MIMEO-BOND. 








Hammermill Pager Oe 
1463 East Lake Road, ‘Erle 6, Pennsylvania 


Please send me—FREE—the 100-sheet packet of 
Mimeo-Bond and a copy of ‘‘Better Stencil pies.’’ 


Name 
Position 
(Please attach to, or write on, your business letterhead) 

TO-FEB. 
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Do Office Collating 
Quickly, Easily with 
Gvans GATHERING RACK 


Collating cn large or small scale is done 

uickly and cheaper with the Evans 
GATHERING RACK. Use singly, or in pairs, 
s shown above. Worker may sit or stand, 
ollating without fatigue. Each section of 
ack holds 500 sheets at inclined angle. Of 
1) aluminum, racks collapse for setting aside. 


Used and Praised by 
Hundreds of Businesses 


-orders from growing businesses prove the 
rth of the Evans Gathering Racks. Writes 
uthern States Cooperative: ‘''The first 
ick we purchased is still giving the same 
cellent service as on the day we re- 
We have found your gather- 

racks of untold value in accomplishing 
ick and economical collation'’. 


One of 8 Models Will Meet 
Your Office Needs, Too 


MODEL (two pictured) 
6-Section Unit 


MODELS 
TU 76: 6-section size 
TU 712: 12-section size 
TU 718: 18-section size 
All models available in half-width for direct mail 
— assemblies, for sorting checks, freight 
ills, etc. 


See Your Dealer or Write 


EVANS SPECIALTY CO., INC. 
407 N. Munford St., Richmond 20, Va. 











films in rural areas. We have discussed 
the problems incident to establishing 
our offices in less populated areas in the 
event of a major catastrophe. However, 
problems of this kind are based on so 
many hypothetical assumptions that the 
solution is very elusive. 

Most of the program described above 
is of the informal type. All employees, 
supervisors, and department heads re- 
sponsible for any ‘portion of it are fully 
aware of their responsibilities. Each 
will face his or her task, confident in 
the knowledge that good planning and 
perseverance will assure successful per- 
formance of their assigned tasks. Thus 
our office approaches the preparedness 
program tasks with a feeling of con- 
fidence that we can and will continue 
to handle our company’s volume of 
paperwork in a highly efficient and 
economical manner. 


Work Measurement 


(Continued from page 54) 





Form WM 2. activity List is simi- 
lar to the conventional form, except for 


the inclusion of a column for end prod- 
ucts. 

Form WM _ 3. worK DISTRIBUTION 
CHART is designed for showing distribu- 
tion of work by volume, as well as by 
time. 

Form WM 4. EMPLOYEE’S DAILY PER- 
FORMANCE REPORT to be prepared by 
each employee in reporting work com- 
pleted, time required, average time per 
work unit, backlog, ete. 

Form WM_ 5. SUPERVISOR’S DAILY 
PERFORMANCE REPORT for consolidating 
data reported by employees. 

Form WM6. List OF WORK UNITS 
AND PERFORMANCE STANDARDS for re- 
cording and promulgating gvork units 
and corresponding perform&nce stand- 
ards. 

Form WM7. EFFECTIVENESS REPORT 
for reporting results attained and com- 
paring actual with standard perform- 
ance, 

Forms WM 1, 1a, 2 and 3 may also 


Tue Orrice—February, 1951 





PUNCHING a group of 


pages ... simple... 
efficient . . . fast! 


OPENING BINDING and 
placing sheets on rings. 
Close and remove 
finished catalog. 


CATALOGS are bound as 
needed from up-to-date 
pages. 


General Binding 
Corporation 


World’s largest producers of 
plastic bindings 

ond plastic binding equipment 

Chicago 14, Illinois 


"We cut catalog costs 


by doing plastic binding 


right in our own office” 


“With our new GBC plastic binding 
equipment, we bind 3 custom-made catalogs 
in the same time as 1 under our old system. 
And plastic bindings cost less . . . improve 
the appearance and effectiveness of our 
literature,’ says Miss L. E. Roberts, 
Powers Regulator Co., Chicago. 


NEW GBC plastic binding equipment* binds all sizes of loose 
sheets into attention-compelling, personalized, easy-to-use 
booklets...in a matter of seconds. Handsome plastic 
bindings add prestige, sales appeal, and color to your pres- 
entations and proposals. Each page turns easily .. . lies 
perfectly flat. Special loose-leaf punching permits additions 
or changes anywhere in the book. GBC equipment costs 
less than a typewriter . . . is precision built to last a lifetime. 
Anyone can operate it without special training. 


Special free trial offer! Try this low-cost equipment on 
your catalogs in your office or plant. It is UNCONDITIONALLY 
GUARANTEED to be satisfactory in all ways. 


*Patents Pending 


Mail Coupon for SAMPLES and FREE TRIAL OFFER 
General Binding Corporation, Dept. 0-2 
810 W. Belmont Ave., Chicago 14, Ill. 


Please send me Bulletin 1100 describing your new 
low-cost portable GBC plastic binding equipment... 
also 2 handy memo books bound this modern way. 
Tell me how I can try this equipment without obligation. 
Name. 
Company 
Pe intciintiesttinninitaicasininiadahimmnisiiicdiatiipvadtciisinialesatuibuisiatiilatibeamiiiiticts 
Deis issinsietiinieneitiiteeisniiansisahenicpinnn Aisin 


Pee e2eeeeeeaeee22 
Lew eee e won enna 
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Greal NAMES IN INDUSTRY 


Great DESK EQUIPMENT 


Exacting business men choose Morris desk equipment for 
quality, efficiency and years of service. Many famous users 
have their seals or emblems imprinted in Gold. 


THE BERT M. MORRIS CO. has been 
extremely careful to design all 
their desk equipment for sturdy— 
efficient—time saving usage with- 
out sacrificing smartness. A rich 
appointment to any executive's 
desk, yet the complete setting 
shown—pen set, memo pad, phone 
rest, letter tray, ash tray and book 
ends; retail for little more than 
the cost of one higher priced,— 
comparable fountain pen set. 


MORRISET — the constant- 
flowing, all-round writing 
implement thot holds oa 
full 2'/. ounces of ink for 
months of writing without 
refill, Absolutely will not 
flood. Choice of five quick- 
ly reploceable “thread-in’’ 
points — extra fine, fine, 
medium, broad, stub. 


THERE 1S NO SUBSTITUTE 
FOR QUALITY. All Mor- 
ris writing sets are 
equipped with iridium 
tipped points and 
each point is tested 
at factory by actual 
writing. 











MORRIS DESK EQUIPMENT STILL LEADS THE FIELD 


BERT M. 
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MORRIS FOUNTAIN PENS 
—an efficient and eco- 
nomical pen set with 
“thread-in” point sec- 
tion. A real time and 
money saver in any 


BOOK ENDS — MORRIS 
BOOK-EZE — at last an 
inexpensive book end 
to match modern of- 
fice furniture. 


ORRIS CO. 


MORRIS MEMO PADS— 
available in two types. 
With Jewelers Bronze 
bar that drops as pa- 
per is used or stand- 
ard box style. 


8651 WEST THIRD STREET - LOS ANGELES 48, CALIFORNIA 


MORRIS LETTER TRAY— 
strong two point sus- 
pension allows access 
from entire front 
and both sides. Tiers 
quickly added, legal 
or letter size. 


THe Orrice—February, 1951 


MORRIS ASH TRAY — A 
real He-Man ash tray. 
Glass lined, perfect 
for desk or confer- 
ence table. 











be used for organization and procedure 
surveys. 

The most important objective of the 
work measurement plan described is to 
introduce and effect the use of this es- 
sential tool of management. Many re- 
finements and extensions can be made 
after the program has been “sold” to 
top management and personnel. Re- 
sponsibility for the entire program and 
the necessary follow-up should be as- 
signed to a staff official designated by 
top management. 

The benefits to be derived from a 
work measurement program are numer- 
ous. The vital management functions 
of planning, direction and control will 
be facilitated. Bases for determining 
personnel requirements will be estab- 
lished. Effective cost accounting and 
control will be made possible. Most sig- 
nificant of all will be the enhancement 
of morale which will result from par- 
ticipation by employees in a democratic 
scheme which will set goals for their 
attainment and permit them to see for 
themselves how much they have accom- 
plished. 








“I would rather you spelled out my name, 


‘Melvin E. Needlewick’.” 
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STANDARD 
COPYHOLDER 


Inches 


Comes 
with 
three 
attach- 


ments © 


$8.85 


Delivered 


The STANDARD COPY- 
HOLDER meets EVERY typ- 
ing need. Holds “everything” at a 
NATURAL reading angle— 
stenographic note books — large 





law books—cards, etc. A wonder- © 


ful aid to those who use Bi-focals. 
Steel construction. Handsome 
baked enamel finish, NO OTHER 
COPYHOLDER OFFERS SO 
MUCH QUALITY AT ANY 
PRICE. 


Special Attachment for large sheets 4.75 


s 
A NECESSITY IN 
EVERY LAW OFFICE 


If your dealer cannot supply you, write 


STANDARD COPYHOLDER 


SALES & DIST. CO. 
3145 Perlita Avenue 
Los Angeles 39, California 


2 NARMS A sit Pn a in at 




















A New 


Ask for 
Bulletin 
QO-25 


“The machine to count on” 
% Adds 
% Subtracts 
% Multiplies 
%*% Credit Balance 


Remarkable Engineering 
Innovations: 
Dual purpose operating keys. 
Non-add and electric correction keys. 
No idle strekes. 
Rubber cushioned mechanism. 
Fast unidirectional main shaft for 
long life, speedy and quiet operation. 
ick and easy repairs through 
simplified assembly in sections. 


Rubber roller feet permit moving 
without lifting. 
Compare 
Prices and Performance 


DEALERSHIPS AVAILABLE 


IVAN SORVALL, PRES. 
210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE DISTRIBUTORS FOR U.S.A. 








Braille Visible 


(Continued from page 58) 


tors, manning the school’s PBX board 
seemed an unnecessarily involved proc- 
ess as they were compelled to make 
countless cheeks with room assignment 
clerks during school hours. This inter- 
fered with other work in the office be- 
sides taking too long to complete a 
phone call. 

When the school administrators de- 
cided to eliminate the extra steps and 
the attendant confusion, they asked 
Remington Rand management control 
specialists to devise a visible index sys- 
tem employing Braille. Here is the way 
the resulting system of Braille-and- 
eards works: 

Frequently called telephone numbers 
and the schedules of over 200 teachers 
and pupils in the school are printed in 
Braille on cards that are filed in a 
dozen panels, hinged on a rack that 
allows them to open like the pages of 
a book, and indexed in Braille. The 
cards are. lapped over each other with 
the indexed margin exposed. 

The operator locates students, or the 
telephone nearest them, and finds any 
phone number required by running her 
fingertips over the margins. She does 
not have to check with some other in- 
dividual or department and can do cer- 
tain clerical work logically done by the 
switchboard operator of a school or 
other institution. This procedure places 
more responsibility on the switchboard 
operator and does not interfere with the 
operations of other employees when in- 
formation is desired. Being point-of- 
use equipment, it is instantly available 
at her left hand and is operated by the 
one hand, leaving her right hand free 
for switchboard duties. 

Superintendent Eber Palmer of the 
New York State School for the Blind 
points out that this is by no means an 
exceptional operation; it is merely in- 
telligent use of the extra perceptions 
and tactile skills developed by _ blind 
people. 
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NOMA takes great pride in announcing 
a compiete "Sell Out"— 





“Aut Purpose Business Snow 


FOR | 
71st Inf. Regiment Armory 


MAY 21-23 
New York, WX sot 


and would like to thank the following exhibitors 
for their wholehearted cooperation 
that has made this possible. 














Acme Visible Records, Inc. “é 
Addressograph-Multigraph Corp. 
Alma Desk Co. 

American Automatic Typewriter Co. 
H. C, Anderson Mimeograph Corp. 
Art Metal Construction Co. 

Bankers Box Company 

Burroughs Adding Machine Co. 
Chart-Pak, Inc. 

Clary Multiplier —— 

Clemco Desk Mfg. Co., Inc. 
Columbia Ribbon & Carbon Mfg. Co. 
Commercial Controls Corp. 

A. B. Dick Company 

Dictaphone Corp. 

Ditto, Incorporated 

Thomas A. Edison, Inc. 

Elliott Addressing Machine Co. 

The Esterbrook Pen Co. 

Executone, Inc. 

Felins bw Machine Co. 

Friden Calculating Machine Co. 

The General Fireproofing Co. 
Globe-Wernicke Co. 

The ore a aig Co. 
High Point Bending & Chair Co. 
Huntington Chair Corporation 
Imperial Desk Co. 

Indiana Desk Co. 


Jasper Chair Co. 

Jasper Desk Co. 

Jasper Office Furniture Co. 
Jasper Seating Co. 


International Business Machines Corp. 


Kee Lox Manufacturing Co. 

The Leopold Co. 

The McBee Company 
Macey-Fowler Co. 

Marchant Calculating Machine Co. 
Master Addresser Co, 

Miles Reproducer Co., Inc. 
Monroe Calculating Machine Co. 
Murphy Chair Company 

Myrtle Desk Co. 

National Blank Book Co. 

The National Cash woe gg Co. 
National Litho Forms Co. 

National Office Management. Assn. 
New Indiana Chair Co, 

Office Management and Equipment 
The Office Magazine 

Peirce Wire Recorder Corp. 
Pitney-Bowes, Inc. 

Reynolds & Reynolds, Inc. 

Rockwell Barnes Co. 

Royal Typewriter Co. 

Security Stee! Equipment Corp. 
Shaw Walker 

The Sikes Co, * 

Simplex Time Recorder Co. 
Standard Duplicating Machines Corp. 
TelAutograph Corp. 

The Todd Company 

Underwood Corporation 

Victor Adding Machine Co. 
ViSirecord, Inc. 

Wood Office Furniture Institute 
Yawman & Erbe Mfg. Co. 





All office executives and persons interested in scientific office manage- 
ment are cordially invited to attend. Plan to join us in May by requesting 
admission tickets now from representatives of the companies shown above 
or by writing to — 


NATIONAL OFFICE MANAGEMENT ASSOCIATION 
132 W. CHELTEN AVE. PHILADELPHIA 44, PA. 
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“Tailor-made” for trimmer typing... 
ARTER'S top-quality carbons and ribbons 


Every Carter’s carbon and ribbon is “tailor-made” 
to fit the specific job or machine. Typists turn 
out sharp, clean letters faster, easier! Carbons 
won't rub off on fingers, clothes, or the next sheet 
of paper. Ribbons have exclusive Silvertip ends 
to protect hands from smudging during changes. 


Wonderful! 
Sharper, clearer typing 
«+. with much longer wear 
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Executives like the “quality” look Carter’s carbons 
and ribbons give their letters. Your Stationer or 
Office Outfitter has samples and prices of a wide 
variety of Carter’s carbons and ribbons to meet 
the needs of your own operation. Ask him next 
time you see him. 


Cleaner, too! 
Won’t rub off on hands, clothes 
.». even during ribbon changes 





THE CARTER’S INK COMPANY 1051s eae A. ate 
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LEATHER FURNITURE 


Worden Co., 200 East 17th St., Hol- 
land, Mich., makes a line of highest qual- 
ity upholstered leather chairs and settees 
for offices. Pieces include 79” and 89” 
davenports in attractive styles. The chair 
illustrated, No. 1265, is 34” wide, 36” 


in ew 


deep and 33” high. ll pieces are 
overed in Eagle Ottawa Leathers and 
enerally can be had on 30 days’ de- 
Wlivery. This company guarantees the 
high quality, both inside and out, of 
their products and full details and liter- 
ature can be had from above address. 


SPIRIT DUPLICATING SUPPLIES 


Polychrome Corp., 2 Ashburton Ave., 
Yonkers 2, N. Y., announces the expan- 
sion of its line to inelude all supply 
items for the spirit and hectograph du- 
plicating processes. The Spirichrome 
line is available in Custom-Made, Quality 
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and Economy grades, and can be ordered 
in any size required. Products include: 
master units, spirit duplicating carbon, 
gelatin hectograph carbon, heectograph 
ribbons, teletype rolls, spirit carbon pa- 
per ribbons, pre-printed masters, dupli- 
eating fluid and hand eream. Addition 
of the Spirichrome line is part of the 
current expansion program undertaken 
by Polychrome Corp., manufacturers of 
supplies for stencil, spirit and offset office 
duplicating. 


ELECTRIC CARD FILE 


Remington Rand, Ine., 315 Fourth 
Ave., New York, 10, N.Y., announced the 
Conve-Filer. which is controlled by a di- 
rectional pedal-switch that activates a 
mechanism to bring each filing tray, as 
desired, to a point directly in front of 
the file operator. It is estimated that a 


reduction of up to 30% in personnel op- 
erating hours may be obtained by using 


this equipment. The machine has been 
extensively tested in actual use by a 
large insurance company with completely 
satisfactory results. When equipped with 
the 2%” x 3” cards used for many ex- 
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tensive records, especially as in insurance 
companies, the Conve-Filer holds nearly 
200,000 cards. This unit is 851/16” 
long, 30” deep and 37%” high overall. 
Conve-Filers for 5” x 3”, 6” x 4”, 8” x 
5”, 8” x 6” and tabulating card size are 
also to be available. The unit occupies 
little more space than regular card filing 
equipment and may even reduce the total 
working area required since extra tables 
and desks are made unnecessary. 


BULLETIN BOARD 


A. C. Davenport & Son, 311 N. Des- 
plaines St., Chicago 6, Ill, makes the 
Dav-Son three-panel bulletin board which 
provides an attractive posting area both 
for management notices and employee 
activity messages. The board consists of 
three cork-backed panels in a hardwood 
frame, each panel separately enclosed by 
a locking glass door. The cork surfaces 
provide an ideal area for pinning up 
letters, photos, posters, etc. A special 
feature of the Combination Board is a 
removable changeable letter panel which 
slips into any of the three positions. This 
panel consists of a grooved wood back- 
ground, covered with black wool felt and 
trimmed with metal edges. Professional 
‘looking messages can easily be set up on 
this panel with the white plastic letters 
and figures provided with the board. Full 
details:on this and other Dav-Son bulle- 
tin boards from above address, 
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CARBON PAPER 


American Carbon Paper Corp., 1313 
West Lake St., Chicago 7, Ill, makes 
Tara Carbon Paper of 100% imported 
rag tissue. It lies flat with no curl and 
will not smudge or leave fingerprints on 
second sheets. It makes legible multiple 
copies and its sharp impressions elimin- 
ate retyping due to messy erasing. Free 
samples of Tara Carbon Paper can be 
had from above address. Indicate kind 
of typewriters used and number of car 
bon copies generally made. 


PAPER JOGGER 
Magic Cirele Mfg. Corp., 6136 E. Ag- 
miral Place, Tulsa 8, Okla., makes a 
larger Magic-Jog Paper Jogger with ja 
12” x 15” jogging deck. Paper of extfa 


large sizes can be jogged on this unit 
which also has the automatic switch f@ 
ture whereby weight of the paper tough- 





ing the deck starts the action and rais- 
ing the load shuts off the current. Rug- 
gedly built, yet lightweight, it is easily 
carried about. Priced at $39.95, it is an 
important addition to the Magic-Jog line 
of low priced, efficient jogging equip- 
ment. 


PAYROLL DEDUCTION CHART 

Unit Record Co., 163 Willow St., San 
Jose, Calif., publishes the Taxu-Lator 
Two-in-One Tax Table, a compact, plas- 
tie-covered chart which gives both F.L.C. 
A. and Withholding Tax at one setting 
of the indicator, saving payroll office 


ime and reducing errors. Taxu-Lators 
ome in two ranges of weekly wage 
mounts, $20 to $80 and $40 to $100, 
us reducing the chart to a very con- 
enient size. Each chart has a complete 
ble on the back to take care of in- 
quently used amounts. The Taxu- 
tor Tax Table will be sent postpaid 
r $2.95 each, or 3 for $7.50. 


EYELET-TAG DUPLICATING 


A. B. Dick Co., Dept. 0-251, 5700 W. 
Touhy Ave., Chicago 31, Ill., announces 
that automatic, precision mimeographing 
of all types of eyelet tags is now pos- 
sible through the use of the eyelet tag 
separator incorporated in a special feed 
table which may be attached to current 
table model A. B. Dick mimeographs. It 
permits quick and easy automatic feed- 
ing of tags in sizes ranging from 214” 
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to 814” in width and 5” to 14” in length. 
Single tag feeding and accurate regis- 
tration is assured at all machine speeds, 


MACHINE STAND 


Maso Steel Products, Dept. O, 81 W. 
Van Buren St., Chicago 5, Ill, make 
Maso Royal Elevator Stands and offer 
dealers a choice of attractive grained 
walnut Lamidall top with walnut under- 
structure, golden oak Lamidall with 
green understructure and driftwood gray 
satin Lamidall with gray understructure. 
All three tops are most attractive with 
the realistic graining. Used extensively 








for decorative wall .panellings and for 
the highest type of furniture and store 
fixtures, Lamidall does not chip, crack, 
split nor dent; is not affected by alco- 
hol, grease, fruit juices, vinegar or boil- 
ing water; is easily, quickly cleaned with 
a damp cloth or a mild solution of soap 
and water; will last indefinitely and re- 
tain its realistic beauty. All Lamidall 
tops are completely assembled to the one 
piece rigid leg brackets at the factory. 
Dealer has only to attach 12 bolts and 
take ten minutes time to have the Royal 
completely assembled ready for display. 
List price for Maso’s Royal with the 
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Lamidall top is $25.95, f.o.b. factory with 
a shipping weight of 30 lbs. Further 
information may be obtained by writing 
Maso at the address above. 


COPYHOLDER 

Standard Copyholder Sales & Dist. Co., 
3145 Perlita St., Los Angeles 39, Calif., 
announces the Standard Copyholder 
which is 9” high by 13” wide and holds 
stenographic notebooks, cards, ledger 
sheets, etc., at a natural reading distance 
for each individual typist, to eliminate 
eyestrain. Compactly made of durable 


metal with metal bar for holding copy 


material and adjustable line ‘guide for 
papets or books. This is-easy to attach 
to both sides of a sheet or to book line 
guide runway which is also furnished. 
The Standard Copyholder aids those 
wearing bifocal glasses. It is finished 
in attractive baked enamel and costs only 
$8.85 delivered. A special attachment 
for holding larger sheets up to 14” x 18” 
is $4.75. Line guides up to 21” long 
are also available. Illustrated literature 
from, above address, 


VELLUM PAPER 
Gilbert Paper Co., Menasha, Wis., an- 
nounces addition of Gilbert Vellum, 25% 
new cotton fiber, to the line of Gilbert 
Quality Papers. This sheet embodies sev- 
eral advantages for stationery and 
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specialty printing. It has a beautiful 
laid finish that marks it as a very dis- 
tinective letterhead paper. The surface 
is particularly receptive to writing and 
printing processes, especially lithography. 
The bright color and clear formation of 
the paper also add to its attractiveness. 
Use of 25% new cotton fibres lends 
crispness and toughness to Gilbert Vel- 
lum. Its foldirg qualities permit its 
use for printed pieces such as invita- 
tions, announcements, and similar mate- 
rial. Samples of the sheet can be secured 
from above address. , 


z 

TYPEWRITER PARTS CATALOGS 
Shipman-Ward Mfg. Co., 325 N. Wells 
St., Chicago 10, Ill., announces that their 
1951 Typewriter Parts Catalogs and their 
new General Catalog are ready for typ@ 
writer dealers, The new catalogs in sev@n 
separate volumes are a complete parts 
library available to typewriter dealers. 
General Catalog A contains a compre 


5 


hensive list of fast moving typewriter, 
adding and calculating machine parts and 
supplies, rubber products, dealer serv- 
ices, ribbons and carbons, tools and ac- 
cessories. The six individual parts cata- 
logs, one for each make of typewriter, 
contain complete lists of all parts. Each 
volume has a different, color-keyed plas- 
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tic binding for quick identification and 
easy reference. The Shipman-Ward Cat- 
alogs will save typewriter dealers much 
time since it is very easy to find the part 
needed. Shipman-Ward offers these cata- 
logs upon request to typewriter dealers 
without charge. 


STENCIL CORRECTION FLUID 


Stanley-Sargent Co., 1222 Oak St., 
Kansas City, Mo., makes Duplicating 
Stencil Correction Fluid in blue, green 
and yellow. Dealers may sell this prod- 
uct under their own private brand label. 
Free samples, price list and complete in- 
formation can be had by writing the 
makers at the above address. 


ELECTRIC TAPE DISPENSER 


Moco Products, Ine., 3347 Addison St., 
Chicago 18, Ill., make the electrically 
operated Lectromatic Taper which dis- 
penses gummed tape automatically in 
lengths from 2” to 40” in % inch multi- 
ples. A light touch on the fingertip con- 





automatically dispenses and cuts 
A dial control 


tape to lengths desired. 
on top of machine provides quick easy 
setting for tape lengths and avoids much 


tape waste. Moistening unit is easy to 
elean and service. May be equipped with 
water temperature control unit to insure 
better moistening of tape under adverse 
temperature conditions. Available also 
with electric foot switch which frees 
both hands for faster wrapping. Entire 
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machine weighs 20 lbs., occupies space 
of 8” x 18”, and is of aluminum and 
stainless finish to guard against corro- 
sion. Operates on 115 volts, 60 cycle 
current. 


POSTAL SCALES 

Commercial Controls Corp., Dept. 0-21, 
1 Leighton Ave., Rochester 2, N. Y., 
offer a free folder illustrating and fully 
describing their complete line of Parcel 
Post and All Purpose Letter Scales. In 
addition to all specifications, the scales’ 
dials are shown actual size. 


FOLDING-INSERTING MACHINE 

Okafold Co., 254 West 98th St., New 
York 25, N. Y., is U. S. distributor for 
the manually operated Okafold Folding 
and Inserting Machine which folds letter- 
heads and inserts them into envelopes in 


one operation. Any desired quantity of 
letters can be inserted into one envelope, 
including letters, forms, folders or 
checks stapled or clipped together. 
There is constant control so that each 
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cS BOSTITCH 
Le Combination 
Stapler and 

Pie-Type s94 Staple Remover 


Fastener 


No other stapler brings you so much 
for so little. Low-cost, compact, versatilk 
B8R Combination Stapler and Staple 
Remover is powerful enough to staple % 
sheets of 16 lb. bond . . . fast and handj 
for posting notices or tacking on bulle 
boards — great for speeding up fili 
saving steps and time. Also separa 
stapled papers quickly, easily, neatly. 
Call your local stationery supplier for 
complete information or send coup® 
below. 





ATTACH THIS COUPON TO YOUR LETTERHEAD 


Pe ae a ee 


poses ll Westerly, R.1. : 


3 OSTITCH | eran tet gt onl deat on ote 


AO FASTER 
fastens it better, Avith wire 


Trade-Mark “'Bostitch” sic U. S. Patent Office 
and Foreign Countries 
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C These CESCO products 


VISIBLE a a 





Wide range of binders with automatic shift or 
non-shift mechanisms, and various rack, stand 
and cabinet accessory units. 


RING...POST...PRONG BINDERS 


Numerous styles, sizes and grades of binding — 
stiff and flexible covers; wood and metal backs; 
fixed and expanding capacities. 


Stock forms for almost every requirement: Ledger 
Leaves, Columnar Forms and Pads, Accounting 


WRITE FOR LITERATURE AND PRICES 


The C. E. SHEPPARD Co. 


4-01 TWENTY-FIRS 
LONG 


ST STREET 
St AND CITY Ti 8. Y 





letter is inserted in the correct envelope 
or window envelopes can be used. Let- 
ters receive an accordion fold and the 
entire folding and inserting operation is 
completed with the turn of the machine’s 
handle. Machine requires no upkeep and 
can be operated by right or lefthanded 
personnel and by disabled workers. Ilus- 
trated literature from above address. 


GOLD-STAMPING PRESS 


Wynn Mfg. Co., 5110 Germantown Ave., 
Philadelphia 44, Pa., makes the Wynn- 
liner, an easy-to-operate, electrically 
heated gold stamping press which im- 
prints single lines up to 3” in length, 
in gold, silver and colors. It takes up 
to 36 pt. type of any standard make. 
Consuming only 30 watts of 110 volt AC 
or DC, it is extremely economical. Me- 
chanically perfected so that the heated 
type chase quickly swings from typeset- 


ting to printing position and instantly 
heats the type, the Wynnliner takes the 
waiting time out of gold stamping and 
is very clean to operate. Because of its 
simplicity, learning time is kept at a 
minimum, and the retailer is enabled to 
give quick and profitable personalizing 
service in his own store. The press, with 
its easily adjusted guides, prints objects 
paper-thin or up to 2” in thickness, is 
ideally suited for economical personaliz- 
ing of greeting cards and a wide variety 
of other items. Among the items that 
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Added 
The < Business of AUDOQGRAPH dictation 
Capacity 


@ At a time when there is no time to lose... 
AUDOGRAPH saves time, ups office output to 30% 


and more without increasing your personnel. 


increases the ability of In addition to streamlining your handling of cor- 


e t respondence, memoranda, business communications 
personnel cee including YOU of all kinds... AuDoGRAPH will record important tele- 


to get things done! 


phone calls . . . will record vital conferences, contract 
details, specifications, prices, commitments... con- 
veniently and without additional effort or personnel! 

With business and government committed to a new 
tempo...with pressure to produce of paramount 
concern... take this important step, now — mail the 
ore E-A-S-I-E-R coupon and meet your local manpower crisis before 
it has an opportunity to catch yeu off guard! 


Recording and dictating 


with AUDOGRAPH 


The Gray AUDOGRAPH: the ideal com- 
bination recording and dictating ma- 
chine that records on thin, light- 
weight, long-lasting plastic discs, each 
holding up to one hour’s telephoning, 
dictation or other types of recording. 
These discs can be resurfaced for re- 
use up to 50 times and more. You 
don’t have to throw them away after 


one recording. GO 
TRADE MARK “AUDOGRAPH™ ELECTRONIC 
REG. U, S, PAT. OFF, SOUNDWRITER 
® 


@ AUDOGRAPH sales and service in 180 prin- _@ THE GRAY MANUFACTURING COMPANY, Hartford 1, Conn. 
cipal cities of the U.S. See your Classified 
Telephone Directory — under “Dictating @ Send me Booklet 2-R — ‘‘Now We Really Get Things Donel’ 
Machines.” Canada: Northern Electric Com- : 
any, Ltd., sole authorized agents for the 
minion. Overseas: Westrex Corporation @ Title 
(export affiliate of Western Electric Com- 
pany) in 35 foreign countries. @ Street 
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STOP THAT 
PAPERWORK 
BOTTLENECK! 


TWIRLIT 


Saves TIME 


A twirl drills holes in 150 sheets 
of paper, '/." thick paper, card- 
board, magazines, all at one 
time. 


Saves MONEY 


Durable, attractive office tool 
that will pay for itself over and 
over again in time and material 
savings! 


Saves WASTE 


Eliminates chewed edges, wrin- 
kled paper and slippage. Does 
the job right the first time! 




















WRITE FOR 
FREE CATALOG 


(RLIT PAPER DRILLS 
MITCHELL CORP. 


149 Matthews Ave. 
Hagerstown, Md. 





can be enhanced in value through mono- 
gramming on the Wynnliner are sta- 
tionery, matches, napkins, place cards, 
coasters, playing cards, towels, pencils, 
leather goods, plastic novelties, ete. 


ELECTRIC FANFOLD WRITER 


Underwood Corp., 1 Park Ave., New 
York 16, N. Y., make the Underwood 
All Electric Fanfold Writing Machine 
featuring automatic retraction of carbon 
paper. A form measuring gauge equipped 
with clamp, grips, and holds the top 
edge of a completed set of forms, while 
the carbon paper is automatically and 
electrically moved into the following set 


of forms. Designed for use with either 
floating sheet carbon or roll carbon, 
this multi-copy electric writing machine 
increases production and reduces opera- 
tor effort to a minimum. It is particu- 
larly devised for preparing purchase or- 
ders, invoices, bills of lading, waybills, 
premium notices, and other writing ap- 
plications involving the use of time and 
work saving continuous forms. 


FILING SYSTEM 


Remington Rand, Inc., Room 1517, 315 
Fourth Ave., New York 10, N. Y., tell 
the advantages of their Triple Check 
Automatie filing system for files of 10 
drawers or more in folder LBV 10. File 
by letter, control by number, check by 
color are the basic elements of Triple 
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WATCH FOR THE GREEN STENCIL 


WITH THE 


RED 
DOTS 


Swoorme SALES Ge 
EVERYWHERE 


wipe out objections to messing film WATCH FOR 

stencil glue. No more sticky stencils... . a R 

no more gummy files. Just press to U R E I T E 
seal. Corrections are made faster and SHOOTING STAR FILM STENCILS 
easier. Wire or write to learn if an 


exclusive Sure-Rite Dealership is AMERICAN Ret STENCIL MFG. CO 
: ‘ o e 


Sure-Rite Red Seal Tabs 














available in your territory. cnt : 
2714 Wi Street as Denver, Colorado 
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Got Market-Wise 
at the 


BIGGEST SHOW and 
CONVENTION of 
OFFICE FURNITURE 
and EQUIPMENT 


The 5th Annual 


NATIONAL OFFICE 
FURNITURE ASSOCIATION 


STEVENS HOTEL—CHICAGO, Ill. 
MARCH 4, 5, 6, 1951 


Sunday Monday Tuesday 


* * * 


What an incomparable opportunity for 


OFFICE FURNITURE DEALERS 


to learn at first hand about merchan- 
dise trends today. Three full days to 
view a cross-section of manufactured 
products of the OFFICE FURNITURE 
and EQUIPMENT industry. Over 100 
exhibits to inspect. 


Meet and talk with the leaders of 
the industry for valuable business in- 
formation, sociability and profit. 

Complete registration for members 
including all functions: luncheon, ban- 
quet and registration, $25.00; non- 
members, $35.00. 


Mail your registration today to: 
National Office Furniture Association 


JOHN R. GRAY, Executive Director 
60 East 42nd St., New York 17, N.Y. 








Check. Simplicity and speed of the sys- 
tem is such that the newest clerk can 
learn it immediately. Installing a Triple 
Check Automatic system can be done 
with no interruption to regular office 
procedure, 


DICTATING MACHINE UNIT 


Paramount Dictating Machine Corp., 
29 East 22 St., New York 10, N.Y., 
announced that in addition to conversion 
unit for Ediphones, they now make units 
for converting Dictaphones to electronic 


operation. The conversion unit elimin- 
ates the unwieldy speaking tube of older 
models and assures sharp, clear, distinct 
voice reproduction without background 
noise. Present dictating machines can be 
easily converted and will give long, 
trouble-free service. This firm has local 
representation and service facilities in 
many cities and full information can be 
had by writing Mr. Jim Rice at the 
above address. 


FLUORESCENT FIXTURE 
CATALOG 

Leader Electric Co., 3500 N. Kedzie 
Ave., Chicago 18, Il., offer their free 
catalog that includes illumination design 
data and more than 30 pages of fluores- 
cent fixtures with complete specifications, 
charts and lighting graphs. Slimline 
models and the Leaderall Illuminated 
Ceiling are included. The Leader one- 
piece moulded destaticized-plastic, dust- 
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Brighter Writing - Easier Reading « Cleaner Work + Sharper Copies 


No more carbon paper “‘peeves’’! No extra handling, messy appear- 

ance, or guesswork when you use TARA Carbon Paper. TARA won’t curl, 
lies flat, leaves no smudges or fingerprints on second sheets. Sharp 
impressions eliminate retyping due to untidy erasures, multiple copies 
are legible! TARA’s superiority can be seen at a glance . . . makes 
everyone happier through easier handling, longer use, and better work. 
Surprisingly enough, this 100% rag imported tissue costs you 

no more than ordinary carbon paper. 


The American Carbon Paper Corp. 
Test It on Your Work! 3 West Lake Street + Chicago 7, Illinois 


Mail the Coupon Now! Send FREE samples of TARA Carbon Paper for use on 
typewriter for (number of) copies. 


See for yourself how much cleaner, 
clearer and sharper single or multiple Firm Name 
copies are with TARA Carbon Paper. 
Just fill out the coupon and FREE 
samples will be sent you without 
obligation. Do this today. 





Auito-Typist 


INDIVIDUALLY TYPED LETTERS 


The Automatic Way 


® Solves Steno Shortage 
e Cuts Correspondence Costs 
¢ Eliminates Dictation on 
Routine Correspondence 


One operator with Auto-typist can answer 500 
letters a day, each letter completely personal 
and exactly like a dictated letter in appearance. 
Ideal for sales letters, collections, answers to in- 
quiries, etc. Low cost, efficient . ..a real money- 
saver... used by leading manufacturers, banks, 
insurance companies, schools, fraternal organic 
zations, hotels, and lettershops. 


GET THE FACTS .. . MAIL COUPON TODAY 


AMERICAN AUTOMATIC TYPEWRITER CO. 
Dept. 52, 614 North Carpenter Street 
Chicago 22, Illinois 
Please send me complete literature on the Auto-typist 

and sample Auto-typed letter. 


Name 
Firm 
Address 


City ‘ Zone........... State... 
50 Years’ Experience in Building Pneumatic Equipment 








resistant louver permits greater lamp 
shielding through a multiplicity of small, 
rigid apertures, and which defies rough- 
est handling of maintenance men. 


TWINE-RIBBON DISPENSER 


Cowan Mfg. Co., 24 California St., San 
Francisco 11, Calif., market the Swif-Ty 
twine-ribbon dispenser that is adjustable 


to all commonly used twine and ribbon 
spools and adaptable for use in a wide 
variety of packaging fields. Outstand- 
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ing among its ‘features are a tension 
brake that automatically sets the cord- 
age for cutting when operator sweeps 
twine upward in a natural pre-cutting 
motion, eliminating footage waste and 
crab-claw cutter guard that prevents 
finger contact with razor cutting edge. 
Dispenser comes equipped with four non- 
slip suction cup legs for anchoring to 
counter or wrapping table. If desired, 
screws may be used for fixed installa- 
tions. Units may be mounted singly 
or in batteries, as wrapping needs dic- 
tate. Cutter is a double-edged razor 
blade, secured by screws between cutter 
lip and finger guard to assure a straight, 
non-warping snipping edge. Spindle and 
feeder-eye design makes twine or ribbon 
flow always free-running and non-bind- 
ing, insuring fast, one-handed opera- 
tional ease. Precision-angled frame is 
of heavy-gauge steel with black, non- 
glare crackle finish. Feeder arm, of 
same material and finish, is durably spot- 
riveted to frame. Finger guard and ten- 
sion brake shoe are attractively satin- 
chromed. 


CHECKWRITER 


Marcy F. Roderick Co., 3312 Lancaster 
Ave., Philadelphia 4, Pa., makes the Ex- 
ecutive DeLuxe Checkwriter which prints 
in two colors, symbols in black and fig- 
ures in red. It imbeds the inked figures 


into the perforated fibers of the paper. 
Its size makes it suitable for home use 
or while traveling since it may be de- 
mounted from its base and carried in an 
attractive wallet type case which comes 
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intense 
color at a 
feather 
touch! 








RED 


You can feel the 
‘glide’ of a 
Colorbrite lead as 
brilliant, intense 
color ‘flows’ on your 
paper. Colorbrite is 
actually as smooth 
as the familiar black 
lead pencil. And 
writes just as legibly, 
even on colored 
papers. Extra-thin 
leads won’t crumble 
or snap...they’re 
guaranteed not to 
break in normal use. 
Never before a 
colored pencil like 
Colorbrite! Work is 
wet-proof, smear- | 
prooi—yes, even 
fade-proof. 


Colorbrite 


by EBERHARD FABER 


TRADE MARKS REG. U S. PAT. OFF 


~ Colorbrite 
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THE WORLD FAMOUS 
© 


ALL-PURPOSE 
PORTABLE TYPEWRITER 


Styled for Personal Use 


Dust-protective exterior in Black, Wine Red 
or Olive Green Crackle Finish. 


Built for Office Operation 


44 non-glare keys, left and right shift key, 
left and right marginal stops, line-adjusting 
lever for 3 different spacings, platen release 
knob, automatic ribbon reverse, line-indicator 
ribbon-adjusting lever for black or red typ- 
ing and stencil cutting, quiet carriage and 
shift key action, line jndicator plate with 
paper holder to allow typing to top and 
bottom edges of sheet, handy carriage re- 
lease, clear type with high impact strike for 
making many legible carbon copies, hand- 
some carrying case for easy portability, and 
many other selling features. 


Exclusive Dealerships Available. 
Write Today for Full Information. 


INTER-CONTINENTAL TRADING CORP. 


90 WEST STREET, NEW YORK 6, N. Y. 








with each machine. Attractively finished 
in hammered bronze, the DeLuxe model 
sells for $14.95 and is available for de- 
livery. The Personal Model is still avail- 
able at $9.95. 


DICTATING MACHINE 


Zeuthen & Aagaard A/S, 6 Toldbodvej, 
Copenhagen, Denmark make the Rex- 
Reeorder Model TN-2 Dictating Machine, 
a compact, easily carried electronic ma- 
chine measuring 13144” x 11” x 54%”. It 
records on plastic dises each taking 12 
minutes of continuous dictation. Dises 
can be erased instantly and reused indefi- 
nitely. Corrections on dises are made by 
overspeaking the new material. Dises 


can be filed and mailed and the machine 
has push button controls for easy opera- 
tion. The same unit can be used for 
both dictation and transcription. Feather- 
weight hand microphone and earphones 
are supplied. Standard outfit includes 
cover, erasing magnet, correction pad, 
microphone, headphones, foot control and 
3 discs. Carrying case, ordinary ear- 
phones, stand, correspondence folder and 
an additional rectifier for using machine 
on automobile battery in a car, are also 
available. Full information from above 
address. 


CURRENCY HOLDER 


Continental Cashand Co., 627 Grove 
St., Evanston, Ill., make’ the Cashand 
holder for paper currency in cash regis- 
ters and cash drawers. The Cashand 
keeps bills neatly positioned and allows 
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instant insertion and removal with one 
hand. There are no weights to handle 
and bills are prevented from sticking to- 
gether in any weather—new bills are 
handled as easily as old. Its Feather- 
Flare feature fans bills for speedy action 


and practically eliminates payout errors. 
The Cashand is readily installed or re- 
moved from the drawer where it is held 
in any size compartment by spring action 
plunger. No screws or complicated ad- 
justments are necessary. Retails com- 
plete at $4.95. Llustrated literature from 
above address. 


LABELING TAPE 


Labelon Tape Co., 100 Anderson Ave., 
Rochester, N. Y., makes Labelon, a 
smudge-proof pressure-sensitive labeling 


tape. It is waterproof, oilproof, acid 
resistant and will withstand tem- 
150°F. Designéd 


peratures up to 








OFFICE TIME SAVER 


TAXU-LATOR 2 in 1 TAX TABLE | 
CALCULATES WITHHOLDING TAX AND F.I.C.A. TAX , 
BOTH AT ONE READING! 
SAVES TIME—SAVES ERRORS—FITS YOUR PAYROLL © 


2 wage ranges for weekly payrolls: $20.00 to $80.00 7 
and $40.00 to $100.00. Complete wage table on back © 
of each chart. 


Postpaid $2.95 each, 3 for $7.50. Moneyback guaran- 


THE UNIT-RECORD CO., 163 WILLOW ST., SAN JOSE, CALIF. — 











1222 OAK ST. 





STENCIL CORRECTION FLUID 


@ BLUE @GREEN @ YELLOW 
Buy direct from manufacturer for substantial savings. 
Available Under Your Own Label. 


Write for complete information, price list and samples. 


STANLEY-SARGENT COMPANY 
EST. 1936 


KANSAS CITY, MO. 
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frees 
both hands 


for 
the work— 


You don't operate a 


Staplex—you feed the work to it... as fast 

and freely as you wish. Stapling is instan- 

taneous as the papers are inserted. 

No hand or foot controls ...no motor. 

Easily portable 

It has the stamina for commercial production, 
he effortless speed so desired in busy offices. 
eloads from the front without removing parts 
..a@ matter of seconds. Write for Bulletin O. 
HE STAPLEX CO. * National sales office: 
© Church Street, New York 7. 


Nationally distributed 
through franchised office machine dealers 


=Sfaoplex 
Xf 


automatic 
electric 
stapling 








for use where ordinary labels are 
impractical, it resists constant handling. 
Made of two sheets of acetate tape with 
a earbon material sealed between, writ- 
ing cannot be erased or smudged. Pack- 
aged in dispensing box, Labelon comes 
in 54” and %” widths with blue or 
black edging; sells for $1.49 per 500” 
roll. 


OFFSET DUPLICATOR 


Lithotype, Chatou (S et O), France, 
makes a large office photo offset press 
which is for 55 x 38 cm. sheet size (21% 
x 15 inches). Maximum printing surface 
is 13%” x 20%”. Machine 
two specific parts, printing unit and pa- 
per feeder. Printing unit 
three cylinders, an inking group and a 
moistening group. The inking group 
possesses ten ink rollers, two of them 


consists of 


consists of 


are in contact with the offset plate and 
three others are oscillating, giving the 
machine a very high color possibility. 
Ink fountain can be easily taken off for 
cleaning. Moistener group 
five moistener rollers, two in contact 
with the offset plate. Offset plates can 
be fixed quickly on the cylinder as they 
are perforated on both ends. The plates 
may be also fixed by clamps for fine reg- 
istration. Tension of the plates is ob- 
tained by. springs. The Lithotype uses 
aluminum or zine plates and is built so 
that one can fix one large plate (161%4” x 
21144”) or one or two small size plates 
(16144” x 9%”) in the latter case it uses 
two special ink rollers. Two rubber 


eonsists of 
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Office Reproduction 
AND 


Imprinting Methods 
will be published in the April issue of 


| 
| “Office 


MANAGEMENT e ov © METHODS 


EVERY duplicating saa Sopa atlas process de- 
signed for offices will be fully described as to 
requirements, advantages and limitations. The re- 
quirements will cover the equipment, supplies and 
employee skill needed to use the process. The vari- 
ous methods of using each process will allow the 
reader to determine which process to use for the 
most advantageous production of work in his own 
office. Included in this issue will be a wallchart 
Reproduction and Imprinting Guide for instantly 
determining which process to use for any office job 
in any quantity. 


Readers are requested to order extra copies of this issue NOW! 


® 


MANUFACTURERS OF DUPLICATING OR REPRODUCTION 
EQUIPMENT AND SUPPLIES can present their products before 
the largest group of buyers by advertising in this issue which 
will be kept by all as a reference manual, If you write at once, 
you can see a proof of the issue and receive advertising rates. 


OFFICE PUBLICATIONS CO., 270 Madison Ave., New York 16 
SNNANNNAKAANN NNN NHN GHANA NNN NNN HNN NN HN WN NN HMM MM ME ME” 
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WO WASTE WORDS ... 


‘BUSINESS 
FORMS 
For SPEED... 


ACCURACY... 
ECONOMY 


in office and factory record-keeping activity. 


* 
TAILOR-MADE . . . to meet 
your special requirements. 
Snap-Easy Sets *. Continuous Forms 

Fold-over Statement Forms. 


Exclasive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a Snap Sasy- 
SOLD THROUGH DEALERS 


For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


DEPT. 0, GAVRIN PRESS BLDG 
New Rochelle +« New York 





blankets (one above the other) allow 
better offset-print. Impression between 
cylinders is regulated by micrometric 
screws, moving eccentric bearings. An 
automatic paper detector gives pressure 
between the printing cylinder and the 
blanket cylinder only when paper passes 
into the machine. Normal speed 3000- 
4500 per hour. 


PHOTOCOPY UNIT 


American Photocopy Equipment Co., 
2849 N. Clark St., Chicago 14, IIll., makes 
a complete photocopy outfit with all com- 
ponent parts in one movable cabinet that 
occupies only 26” x 16” of floorspace. 
When the top of the cabinet is opened, 
the contact printer is ready for in- 
stant use. Prints are placed into stain- 


less steel holders and quickly developed 
and fixed by inserting them. into the 
proper slots—without being touched by 
the hands at any time. An electric dryer 
compartment completes the process 
which, in a few seconds, produces per- 
fect, exact copies up to legal size. No 
special darkroom is required as this unit 
operates in subdued light of any office. 
The APECO Cabinet Photo Copier elim- 
inates messy pans and wet hands, does 
away with fuss and bother of setting up 
and putting away bulky equipment that 
occupies valuable space. It can be moved 
from office to office to meet changing 
work requirements or rolled out of the 
way when not in use. Copier and dryer 
operate from one electrical outlet—110 
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An Omega lead takes a lot of pres- 
sure without breaking . . . thin, lead 
holds a needle point, makes clean, 
sharp figures with lightest pressure. 
24 brilliant colors, ends colored for 
quick selection. Ask for sample on 
your business letterhead. 


RICHARD BEST PENCIL CO. 
Dept. O Springfield, N. J. 


Makers of 


The Omega is a_ Tryrex q 
Pencil—shaped to fit your ~ 
hand—will not roll. 


ROYAL SCOT and FUTURA Pencils 








Qnvestigate 


The WORDEN line of i 
Quality Wood Desks, } 
Genuine Leather Suites 
and Chairs. 


At left: Leather Davenport No. 1255, 79" 
Gong. 35" deep and 34" high. 


At right: Desk No. 
Patent No, 2133807. 


For particulars or literature, write: 


The WORDEN Company 


200 East 17th St., Holland, Mich. 


262 ST, 52° x => * 
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HOW TO SORT 


e e e AUTOMATICALLY 


WITHOUT MACHINERY ! 


1 E-Z SORT CARDS 








Zand PUNCH 


3 SORTER 


>_> 





Large organizations—and smaller ones 
—are saving well over 50% on record 
posting, this practical low-cost way. 
E-Z Sort is a substantial time saver in 
numerous departments of commerce, 
industry and government. Wherever 
records are kept on cards, E-Z Sort is 
the answer for sorting with speed and 
accuracy. A nearby sales office is 
listed in your phone book. Ask for 
demonstration; or write us for factual 
information. 


-» E-Z SORT 


SYSTEMS, LTD. 


45 Second St., Dept. 21 
SAN FRANCISCO 5, CALIF. 





volts, A.C. or D.C. Attractively styled 
cabinet, 32” high, in durable, autumn 
gold, hammerloid finish. 


FILE-ALBUM 

Joshua Meier Co., 153 West 23 St., 
New York 11, N. Y., makes the V.P.D. 
Flip File with transparent acetate en- 
velopes to be used by salesmen and 
executives as a portable file and by 
housewives as a photo album or recipe 
file. Made of genuine saddle-stitched 
Pigrain in tan and black, it holds one 
or two trays of 25 hinged cellulose 


acetate envelopes hinged about %4” apart. 
Merely run a finger down envelopes to 
flip open fact or photo you seek. A total 
capacity of 100 cards or photos fit each 
Flip-File which comes in 11 popular sizes. 


MIMEO HALFTONES 
New Process Advertising Co., 154 
Nassau St., New York 7, N. Y., offer 
Stencil Pix to make possible reproduction 











PRESIDENT VICE PRES. SECRETARY 









































an 


ss 


annie > 


of halftones as well as black and white 
designs and fine screens, using stencil 
duplicators. Printers’ type can be re- 
produced by mimeo duplicating. Being 
photochemically manufactured, Stencil 
Pix remove the necessity of drawing or 
tracing simple designs on the stencil. 
Instead, fine detail is possible, including 
65 screen halftones and 85 screen half- 
tones have also been effectively printed. 
Each Pix is so light that 50 can be 
mailed first class for 3c, yet they have 
a high tensile strength so that as many 


as 15,000 impressions can be had from 
each. They come in a variety of sizes 
depending upon the size of the design 
to be reproduced. Manufacturers can 
use them for their mat service including 
product illustrations together with copy 
suggestions to help the dealer build his 
own bulletins. The user selects a Stencil 
Pix illustration from the proof sheets 
sent him, pastes it into position on an 
ordinary duplicating stencil, types or 
draws the copy around the illustration 
and is ready to print. 





Nobody likes to pay 
for your mail! 


“Postage due”’. .. is irritating to the recipient, a 

pain in the neck to the postman... poor public 
relations for any firm!...A Pitney-Bowes Mailing 
Scale, with its precision built, long wearing, fast 

acting, automatic pendulum mechanism— is 

extremely accurate. Big, easy-to-read, widely spaced 
markings, and a hairline edge on the scale hand...never 
leave you in doubt as to the exact amount and cost of 
postage needed! ... And speed up mailing as well!... 


Special 70 Ib. model for Parcel Post. . 


. Call the 


nearest PB office, or write for free booklet! 


= PITNEY-BOWES 
Mailing Scales 


= PITNEY-BOWES, INC., 
3445 Pacific St., Stamford, Conn. 


Originators of the postage meter . . . offices in 93 cities. 
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How Office Management Can 
Aid the Sales Department 


RAY R. EPPERT 
Vice President, Burroughs Adding Machine Co., Detroit. 


FFICE management has a vital role 

to play in the improvement of 

the marketing functions of busi- 
ness and its contributions are indis- 
pensable to our ability to sustain a 
continuously higher level of production. 
Some of the ways in which office man- 
agement can assist in bringing about 
that result are: 

1. By improving the lines of commu- 
nication between the various customer, 
financial and marketing groups which 
they serve. 

2. By providing, on an economical 
basis, direct procedures for the control 


BRANCH OPERATING REPORT 
UNITED STATES SUMMARY 


May, 1950 





2NT MONTH 
Bosce/ | FINANCIAL PERFORMANCE 
7 Equipment Orders 
Service Revenue 
TOTAL REVENUE 
Total Sales Operating Exp. 
Total Service Operating Exp. 
otal Facilities Exp. 














TOTAL BRANCH 
OPERATING EXPENSES 





OPERATIN: SES 
Salesmer's Salaries 
Salesmen's Commissions 
Je Salesmeris Salaries 
Field instructors Salaries 
Overtime Premium 
Supervisory Salaries 
Supervisory Commissions 
Traveling Expenses 
Association Memberships 
Periodical Subscriptions 
Miscellaneous 

TOTAL SALES 

OPERATING EXPENSES 


























Fig. |. Summary of overall company operations. 
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of order-getting, order-filling and finan- 
cial functions. 

3: By helping to sell the fundamental 
idea that competition between com- 
panies is not restricted to the product 
or to the salesman, but exists also be- 
tween the administrative organizations 
of all companies seeking to serve the 
customer. 

4. By developing a sound perspec- 
tive against which the right manage- 
ment decisions can be made. 

The most important problems facing 
the controller or office manager in meet- 
ing this responsibility can be reduced, 
I think, to two major activities: 

1. The development of a reporting 
system which is adequate, prompt 
and simple. 

. The processing of financial and 
statistical information in an 
economical, accurate and prompt 
manner. 

If these two problems are properly 
solved, office management can provide 
real assistance in the tremendous and 
vital task of marketing and distribu- 
tion. The branch manager, sales man- 
ager and vice president of marketing 
depend upon their office management 
staffs for the facts necessary to con- 
trol both the demand-creating and the 
demand-filling operations. 

Let us set up a typical marketing 
organization and examine some of ‘its 
problems of coordination. Assume that 
our company sells in a national market. 
The distributing organization is com- 
posed of company-owned sales branches, 
organized on regional lines with a re- 
gional manager fully responsible for 
all the activity in his area. Regional 
accounting offices perform the usual 
line accounting functions, such as col- 
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U. S. SUMMARY 
Comparison of Equipment Quota Attainment 


with Sales Operating Expense Budget Variances 


May, 1950 
°o of 
Budget Variance 
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Fig. 2. Graphic summary of performance. 
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Comparison of Equipment Quota Attainment 
with Sales Operating Expense Budget Variances 
May, 1950 
% of 
Budget Variance 
16 


44 
124 








i. ansn on * ote Ss 
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% of Quota Attainment 
Fig. 3. Detailed summary of one region. 
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Sal toman 


Fig. 4. A typical block record form. 
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Hiow to get the 


MOST 


out of your 
offset duplicator 


Top quality offset duplicating calls for 
top quality plates...plates that give you 
clear, distinct copies from first to last... 
with all the crisp legibility of the original. 
It’s easy to get that quality...day in and 
day out...when you use 


Davidson 


PAPER MASTERS 


FOR ALL OFFSET DUPLICATORS 


e As easy to type, write or draw on 
as paper. 

Will not curl. 

Easy to erase and correct. 

Can be used on any kind of paper. 
Can be filed for future re-runs. 


Davidson Paper Masters cost no more... 
yet they're worth a lot more in terms of 
finest reproduction, dependability and 
economy. So. -- get the most out of your 
offset duplicator...specify Davidson 
Paper Masters. 

Davidson also makes a complete line of 
solutions for cleaning, etching, sensitiz- 
ing, opaquing, etc. Used together they 
insure balanced action...uniformly high 
quality results. Try them once and you ll 
keep on using them. 


Write us for details and prices. 
Davidson Sales and Service Agencies 
are located in principal cities. 


DAVIDSON CORPORATION 


A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 
1036-60 W. Adams Street, Chicago 7, Illinois 
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lections and payment of expenses. The 
branch is relieved of much of the ac- 
counting work associated with its op- 
erations and is free to devote its full 
efforts to the marketing job. The re- 
gional office manager serves as a field 
controller and is responsible for pre- 
paring financial and statistical reports 
on operations in his area. 

At the national level, both sales and 
service operations of the company are 
coordinated by a marketing staff which 
establishes plans, appraises perform- 
ance and takes remedial action when- 
ever necessary. Reports of regional 
operations are prepared by the account- 
ing staff of the home office on the basis 
of data prepared by the regional ac- 
counting offices. 

Obviously, it is necessary that any 
marketing operation be appraised rea- 
listically at all operating levels. 
Results must be evaluated in the light 
of plans. A communication system is 
necessary if the operating executive at 
any level is to judge the effectiveness 
of operations under his supervision. 
The system of communications is com- 
prised of reports that become the basis 
upon which management can make 
plans and evaluate performance. 

A summary of all the significant re- 
port data needed to control the entire 
marketing organization would include 
an almost endless list of miscellaneous 
information—an almost overwhelming 
volume of details. The kind of informa- 
tion you need to control your opera- 
tions depends upon your position in 
the organization. 

The top marketing executive most 
certainly does not want to be buried 
in an avalanche of detail, in which he 
would probably- lose both perspective 
and sense of direction. He wants in- 
formation necessary to help him exer- 
cise adequate control over the operations 
for which he is responsible. 

Picture this problem in terms of a 
triangle. At the apex is top manage- 
ment which represents a minimum 
amount of detail necessary for sound 
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judgment and decision in the planning 
and control of operations at the top 
level. As we move down the triangle 
to home office department heads, re- 
gional managers and branch managers, 
the volume of necessary detail increases 
because the responsibilities become more 
detailed. That increase in detail is 
compensated for by a corresponding de- 
crease in the scope of information. In 
other words, the reports which comprise 
the system of intelligence for planning 
and control of marketing activities 
must be tailored to the executive re- 
ceiving the report. It is the responsi- 
bility of office management to develop 
a reporting method that will provide 
all levels of management with data that 
gives both perspective and direction, 
reinforced by only that detail necessary 
for sound decisions. 

In order that the top marketing exec- 
utive gain proper perspective, he must 
be able to view the entire marketing 
scene, with only those details which help 


to complete the picture. This overall re- 
port, to give the executive a bird’s- 
eye view of marketing performances, 
should relate total performance to plans. 
It should show regional performance 
compared with quotas and budget, and 
it should show clearly the relationship 
between the statiStical data it presents 
and the financial. results which have 
been achieved. This kind of packaged 
report, tailored for the branch level, 
regional level or national level, can 
give management the perspective to’ 
make intelligent plans for the future.” 
If those reports are unified, they per-/ 
mit management to view financial re- 
sults in terms of: financial causes. : 

Suppose an expense report shows 
company-wide traveling expenses over 
a period of three months have increased” 
10%. If that’s the only information 
in the report, the executive receiving 
it must ask further questions. If, 
during the same period, there had been 
a 15% increase in sales personnel, that 








SOOM ROL 


METAL 


NOISE REDUCING 
Pads for All Typewriters 


Engineered and constructed for use with each make of 
typewriter and guaranteed to produce the following re- 


sults: 


PERMANENCE — all metal onstruction; 


CLEANLINESS—baked enamel surfaces for easy clean- 
ing; NOISE CONTROL —perforated metal surface 
backed by absorbent felt; VIBRATION CONTROL— 
with rated felt feet; NO MACHINE CREEPING—pad 
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has Feltan base. These features 
mean economy of machine opera- 
tion at lower noise levels with less 
fatigue and fewer errors. Write 
for complete information. 


JARDIN ASSOCIATES, Inc. 


75 Maiden Lane, New York 7, N. Y. 





fact might provide part of the answer 


to his questions. If both facts were 
N C V wi: a 4 U R L submitted in separate reports, on dif- 
atm ferent days, that executive is in the 


re Wedste), | PAPER position of a man receiving odd pieces 


of a jigsaw puzzle by mail. The pic- 


La plastic bache, ture means nothing until he gets fur- 


REPEAT ORDERS 
BUILD STORE TRAFFIC 


Your customers will 
find NEV-R-KURL 
really produces. It’s the 
original non-curling car- 
bon paper that revolu- 
tionized the industry. 
The “girls” like its plas- 
tic back to prevent slip- 
ping. “Too, they report 
it makes up to 50 per 
cent moré»copies from 
each sheet. It won't 
tree, curl or wrinkle. 
Never a smudge or 
smear from NEV-R- 
KURL. You don’t have 
to “sell”? prospects. Just 
demonstrate its advan- 
tages, and you'll have a 
steady customer. Sten- 
ographers to billing 
clerks after the first trial 
keep asking again and 
again for NEV-R- 
KURL. These _ repeat 
customers will make 
your stock of NEV-R- 
KURL move fast. It’s 
a real traffic builder. 


Phillips 


PROCESS CO., INC. 
192 MILL ST., ROCHESTER, 14, N. Y 





ther facts. 

Intelligent control of marketing op- 
erations, or any other business activity, 
requires that an executive receiving in- 
formation about exceptionally high ex- 
penses do two things. First, he must 
find the cause and secondly, examine 
the cause to find out whether the ab- 
normal expense is justified. Only then 
can he decide whether or not steps 
must be taken to reduce the expense. 

Suppose we present to the marketing 
executive a report which ineludes in 
one package these four facts: (1) Sales 
have increased 20% during the past 
three months. (2) The sales force has 
been increased 15% during the same 
period. (3) Total sales traveling ex- 
penses have increased 10%. (4) Travel 
expense per man has decreased 4%. 

The executive has a unified picture 
of results and a suggestion concerning 
causes. He has information about 
revenue, costs, and personnel as a fac- 
tor affecting both cost and revenue. Cer- 
tainly he is in a better position to make 
a decision. This plan can be applied 
to other areas of control—service cost 
and service revenue, clerical cost and 
the number of clerical employees. With 
adequate information, the report can 
be presented in complete enough form 
to lead to intelligent action. 


This kind of reporting system can be 
developed and maintained so that the 
marketing organization can attain its 
objectives within the framework of the 
resources available to finance them. A 
reporting system, to be of real assis- 
tance in planning and controlling mar- 
keting operations, should have three 
characteristics : 


1. It must be based on clearly de- 
fined lines of authority and areas of 
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responsibility. 
2. It must permit comparisons with 
some standard of performance. 


3. It must make possible the quick 
and simple identification of any varia- 
tion from these standards. Often, lo- 
cating the problem is more than 50% 
of its solution. 


In addition to these general charac- 
teristics, another reporting technique 
can materially assist management to 
achieve its aims. This method, report- 
ing by exception, is particularly help- 
ful because it emphasizes the areas 
in which performance has deviated from 
plans, and therefore focuses attention 
on the very problems which need man- 
agement attention. 


A reporting system for the marketing 
activity can assist in reviewing the ef- 
fectiveness of the organization in two 
ways: (1) by comparing sales, or rev- 
enue, with a pre-determined quota; (2) 
by comparing costs of operation with 
budget. A quota is a proper basis of 
comparison if it is realistic and capa- 
ble of achievement. Budgets can be a 
proper norm upon which to estimate 
performance, provided cost standards 
can be developed. It is important, I 
think, to recognize that the forecast of 
revenue in the budget should not be 
used as a quota. The quota set up 
as a target for the sales organization 
to aim at should be higher than the 
budget estimate of future revenue, 
which is conservative and usually takes 
into consideration certain limiting fac- 
tors. 


It is sometimes said that adequate 
cost standards for the marketing organi- 
zation are difficult to come by. How- 
ever, it is my conviction that adequate 
standards may be developed for the 
principal areas of cost in a marketing 
activity. The largest elements of direct 
cost, of course, are the compensation 
of the sales force and the traveling ex- 
penses incident to the sales activity. 
These two elements should be the focal 
point for efforts to control marketing 
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AUTOMAT 
Improved, Fully Automatic 


ELECTRIC CALCULATOR | 


The same efficiency as large keyboard 
machines but in small, handy size: 4 


@ Automatic short-cut multiplication. 

@ Automatic division. 

@ Addition and subtraction with 
automatic clearance, 

@ Minimum mechanical service. 


@ Easy to sell. 





DEALERS WANTED 
WHERE NOT YET REPRESENTED 


HAMANN 
CALCULATING MACHINE CO. 


2118 Land Title Building 
Philadelphia 10, Pa. 

















A Ritchie Air Cushion 
BELONGS 


Under Every 
Office Machine 


AIR-CHAMBER~> 
stops vibration... 
softens touch 


SPONGE RUBBER> 
Absorbs noise 


@ At last—an attractive pneumatic- 
type cushion that definitely softens 
the clatter of typewriters omega 


and electric) . . . adding machines . . . 


and all business machines! 


@ And more than that... the 


RITCHIE AIR CUSHION eliminates 
fatiguing and costly vibration! 


@ That is why there is a genuine need 
for a RITCHIE AIR CUSHION under 
every machine in the office! It's an 
inexpensive investment in office effi- 
ciency that will pay big dividends in 
fewer errors caused by jangled nerves 
. .. and higher production . . . better 
morale! 

EALERS: The effectiveness of the RITCHIE 
AIR CUSHION offers unlimited sales and profits 
to wide-awake dealers. Write for prices and 


discount data on this EASY TO SELL office 
_ necessity. 


if your dealer cannot supply you, write 


W. H. RITCHIE COMPANY 


Cherry & Sheridan Sts., Philadelphia 6, Pa. 
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costs. If the compensation plan and 
traveling expense policy are uniform, 
it is possible to develop realistic stand- 
ards which can be used as measuring 
sticks. If quotas and budgets can be 
established for regions, branches, ter- 
ritories and individual salesmen, then a 
uniform method of judgment can be 
applied to the control of both sales per- 
formance and operating costs through- 
out the entire marketing organization. 

No manager can study all perform- 
ance closely. He should not be required 
by our reporting system to make such 
a study. Even if it were desirable, it 
would be impossible for any accountant 
to prepare a detailed report on all per- 
formances soon enough to enable the 
manager to take effective action. There- 
fore, it is the accountant’s duty to 
summarize overall performance quickly 
and indicate variations so that line exec- 
utives can take action. Action is 
what we want from the reports. Reports 
should not be designed for meditation 
by the contemplative mind. 

A national sales manager, responsible 
for the administration of sales policies 
and attainment of quotas and budgets, 
obviously cannot review the perform- 
ance of every individual salesman. He 
cannot even review adequately the per- 
formance of every branch. He has 
assistants, however, in the persons of 
regional managers who answer directly 
to him. If the reports provide him 
with two standards of judgment—a 
quota for sales performance and a 
budget for operating costs—the sales 
manager can quickly review perform- 
ances of those regional managers im- 
mediately responsible to him. Even 
at this level he will employ the prin- 
ciple of exception and devote his at- 
tention to those regions where sales or 
costs did not measure up to plans. 

Consider a few of the reports and 
charts which can be prepared by the 
accounting department for the sales 


| manager as part of its reporting duties. 


A national sales manager receives a 
(Continued on page 127) 
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Office Equipment & Stationery Manufacturers 


Latin America is a Growing $ Market for Your Products 


SELL IT 
in 


More and ‘more office supply 
items can now be imported into 
Latin American countries. 


EDICION DE 1950 


They have steadily reduced their a 2 

dollar indebtedness. Their ex- 
panding commerce and industry icind 
needs a greatly increased 
volume of office equipment. 
Many import restrictions have 
been lifted. Now is the time to 
establish a valuable export trade. 


REVISTA DE EQUIPOS PARA OFICINAS 


ADMINISTRACION EQUIPOS METODOS 





GET YOUR SHARE OF THIS BUSINESS! 
ADVERTISE IN THE 1951 La OFICINA 


La OFICINA reaches and is read by the importers and dealers of office equipment 
and stationery in Latin America. Tell them the advantages of selling your products. 
Another profitable audience for you in La OFICINA are the office managers in 
the leading government and business offices, who rely on it to help them purchase 
office equipment and supplies. 


CIRCULATION 9,000 — ALL GOOD PROSPECTS FOR YOUR PRODUCTS. 


Send NOW for sample copy, circulation breakdown and advertising infermation. 


OFFICE PUBLICATIONS CO., 270 Madison Avenue, New York 16, N. Y. 
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NEWS 
of the Office 





At NOMA N. Y. Conference 


National Office Management Assn. an- 
nounced that Allan H. Mogensen, lead- 
ing authority on work simplification, will 
discuss his specialty at the annual con- 
ference in New York, May 21-23. Dr. 
Lillian Gilbreth will speak on the sub- 
ject of women in the office. John New 
Given, director, Metropolitan Junior Col- 
lege, Los Angeles, will describe how to 
make the office career attractive to 
youth. The committee believes that 
these three speakers alone are sufficient 
inducement to bring a record number of 
office executives to New York this 
spring. Space in the office equipment 
exhibit, accompanying the conference, 
has been sold out. 


NABAC Conferences 


National Assn. of Bank Auditors & 
Controllers announced the following con- 
ferences: 16th Eastern Regional, Hotel 
Bradford, Boston, April 16-19; 2nd 
Northern Mid-Continent Regional, Com- 
modore Perry Hotel, Toledo, May 10-12; 
2nd Southern Mid-Continent Regional, 
Cosmopolitan Hotel, Denver, June 21-23; 
6th Western Regional, St. Francis Hotel, 
San Francisco, May 7-9; 27th National 
Conference, Roosevelt Hotel, New Or- 
leans, Oct. 22-25. 


NACA Meetings 


I. Wayne Keller, assistant controller, 
Armstrong Cork Co., has been appointed 
chairman of the technical program com- 
mittee for the 32nd annual international 
cost conference of National Assn. of cost 
Accountants, it was announced by Wil- 
liam B. McCloskey, NACA president. 
The 1951 conference will be held June 
24-27 at the Palmer House, Chicago. Ap- 
pointed members of the program com- 
mittee were James B. Fenner, treasurer, 
Electric Auto-Lite Co.; Herbert T. Mce- 
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Anly, partner, Ernst & Ernst; Leonard 
O. Zick, secretary-treasurer, C. M. Hall 
Lamp Co.; and Henry F. Gunther, vice 
president, Rau Construction Co. 

NACA Chapters will hold spring busi- 
ness shows as follows: Indianapolis, 
April 11-13; Columbus, Ga., April 19-21; 
Los Angeles, April 24-27. 


Cost Reduction Clinics 


National 

Management Assn. 

announced three 

Regional Cost Re- 

duction and Meth- 

ods Clinics sparked 

by C. F. Flecken- 

stein, Standard Ac- 

cident Insurance 

Co., Detroit, and 

based upon experi- 

- ence of two clinics 

C. F. Fleckenstein held in Detroit. 

Dates, places and person to write about 

the forthcoming clinics are: March 30-31, 

New Orleans (Forrest Buchanan, Stand- 

ard Register Co., 212 Delta Bldg., New 

Orleans 12); April 6-7, Fort Worth (Jo- 

seph §S. Pieringer, Commercial Stand- 

ard Insurance Co., Fort Worth 1); April 

13-14, Greensboro, N. C. (J. Houston 

Barnes, Standard Hosiery Mills, Box 820, 

Burlington, N. C.). Methods clinics may 

be extended to other cities later this 
year. 


New York Filing Course 


Records Management Assn. of New 
York is sponsoring a training course in 
basic filing and record keeping. Alva 
R. Menzies, who taught both elementary 
and advanced filing at Columbia Uni- 
versity for many years, will conduct this 
standard university course. She will be 
assisted by Leta Stroben, Margaret Hud- 
son and Marguerite Stainkamp. The 
course will cover instruction in alpha- 
betizing, systems, transfer methods, mie- 


Office 
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There is no time left for mincing words. You produce—we 
produce—every manufacturer produces . . . OR ELSE! In 
1951, there is no time left for us to take the’ chance of 
repeating the production bottlenecks of 1941. 


Ever since PRODUC-TROL began to bring order out of 
production chaos in 1942, ORDER CONTROL through” 
PRODUC-TROL has proved itself to be the SURE AND 
SIMPLE WAY to prevent production bottlenecks of all 
kinds—the way of over 10,000 U. S. plants that schedule 
their production with PRODUC-TROL. 


In this National Emergency of ours, YOU CAN’T TAKE 
CHANCES with your 
production control. 
Send this coupon today 
for the eight-page bro- 
chure, ‘‘How to Improve 
Your Order Control.” 


| 
| 
| 
| 
’ 


Wassell Organization Inc. 
Westport 6, Conn. 

Without obligation I would like brochure 
“How to Improve Your Order Control.” 


POSITION 


( Please attach to, or write on, your business letterhead ) A 


Pe eS ee 
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: Two New Machines 
for FASTER Handling 
of Office Mail... 


maultiSealer 


1/ 


Save employee hours—eliminate last minute rushes with 
the MultiSealer. Seals thousands of envelopes an hour. 
Ideal for statement and invoice mailings . . . and for seal- 
ing payroll envelopes, too. Feeds, seals and stacks auto- 
matically. Adjustable moisture feed and all-new metal 
sealing blade assure positive sealing. Gray wrinkle 
finish. Immediate delivery. No increase in price! Check 

coupon and mail today. 


a 


IN 


a 





OETA 
(\\\\ iy AN COMMERCIAL CONTROLS CORPORATION 


Y Opens and stacks 
1 Leighton Ave., Rochester 2,N.Y. O-21 | 
| 
| 
| 
| 
| 
| 


thousands of envel- 
opes an hour, auto- 
matically. Enables in- 
coming mail to be dis- 
tributed and acted on 
faster. Uniform cut- 
ting. Complete safety 
of envelope contents, 
Gray wrinkle finish. 


I'd like a demonstration of your MultiSealer 0; 
Your MultiOpener (1; Send literature 0. 


Name. 





Firm. 
Address. 
City. Zone. State 


Riislinain scorers serv ciniinewicin den wih cemedvien diwidin etna adsasavin anhanecmm ann gh aad 








ee ey 
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rofilming; practice work with actual let- 
ters and visits to records departments 
and equipment houses. Discussion pe- 
riods for individual records problems 
will be provided at each meeting with 
members of the association acting as 
leaders. Classes will be held at United 
Engineering Trustees Building, 29 West 
39 St., Room 401, Tuesday from 6 p.m. to 
8 p.m., Feb. 6 through May 22. Tuition 
including lecture notes and practice ma- 
terial $30. Register with Miss Stain- 


kamp, 3rd floor, 393 7th Ave., New York 
I; 


Medical Records Course 


In response to the need for trained 
medical records librarians in hospitals, 
Simmons College, Boston, will introduce 
a 4-year course in medical records ad- 
ministration in September. The first 
three years will be taken in Simmons 
College School of Business, the fourth 
year will be divided between courses at 
the college and at Massachusetts General 
Hospital. Sixty per cent of the work 
will be in academic subjects such as bi- 
ology, chemistry, English and psychol- 
ogy, the remainder will include business 
administration, basic accounting, short- 
hand and typing, law and statistics, sec- 
retarial procedures and personnel man- 
agement, and training in specific pro- 
fessional fundamentals of medical sci- 
ence. A BS degree may be gained. 


Members of the 
Transcription Super- 
visors Assn. of New 
York, who enter- 
tained at their an- 
nual Christmas party. 
Rear, |. to r.: Marie 
Hohsella, Elizabeth 
Schroeder, Margaret 
Jones, Carolyn Con- 
lan, Mae Turbush, 
Helen Herslow, 
Caroline Slocum, 
Trusselle Harvey. 
Seated: Edith Stan- 
ley, Ethel Bendixen, 
Elsie Kaiser (at 
piano), Marjorie 
Taylor, Anna Bardes. 
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Protests NPA Regulation 


Representations made last month to 
Washington authorities by the Office Ex- 
ecutives Assn. of New York point out 
the importance of the office machinery 
industry in accelerating and controlling 
production to meet the nation’s needs in 
its mobilization effort. Charles B. Hav- 
erin, president, said, ‘‘A strong attempt 
is being made to persuade NPA to re- 
consider its decision and reclassify the 
products of the office equipment indus- 
try as essential to the industrial pro- 
duction of the nation. Further restric- 
tions on the use of essential materials 
such as steel, copper and rubber are 
bound to affect the manufacture of busi- 
ness machines unless the industry is per- 
mitted some access to them, Already the 
pinch is being felt by manufacturers, 
who declare that orders are now on 4a 
long-term basis, with no guarantee of 
delivery up to as long as ten months. 

‘‘Any contract granted by the gov- 
ernment for the production of defense 
materials creates a demand and a neces- 
sity for business machines, for it is these 
machines that produce the records, re- 
ports and other data that control pro- 
duction. If defense manufacturers can- 
not get this equipment the flow of ma- 
terials and supplies will be retarded and 
reduced. Further,’’ declared Mr, 
Haverin, ‘‘the increasing shortage of 
manpower will curtail production and 





STORMS 


CARBON: PAPER 
INKED RIBBONS 
CARBONIZED ROLLS 


MANUFACTURED FOR THE 
DEALER TRADE excuusivety 


@ DEALER IMPRINT PACKAGING 


@ DEALER IMPRINTED-BACK 
CARBON PAPER 


@ SPECIAL CARBON, RIBBONS 
AND ROLLS 


FINEST QUALITY PRODUCTS BACKED BY 
OVER A HALF.CENTURY OF MANUFAC- 
TURING EXPERIENCE. 


If you want to sell new customers who will 
stay sold or if you would like to offer your 
old customers a better product than ever 
before then write now to DEPT. H for details. 


“THE COMPLETE LINE" 
stands the test of time 


*RcoRDs eTeRN 


react Maan 


H. M. STORMS COMPANY 


STORMS BUILDING 
BROOKLYN 16, N. Y. 


ab 





create hardships 1n the domestic econ- 
omy unless it is offset by an even greater 
use of time and effort saving office ma- 
chinery and equipment. Continued pro- 
duction and supply of this equipment to 
all business organizations is desirable be- 
cause it will permit a release of man- 
power to the armed services and essen- 
tial industries, 


New York Office Courses 


City College School of Business, New 
York, offers a series of courses for office 
personnel including Management Tech- 
niques in Offices covering methods analy- 
ses, supervision, and speech and business 
communications; and Office Supervisory 
Techniques, a highly specialized course 
to train leaders rather than bosses. De- 
tails from Robert A. Love, 430 West 50 
St., New York 19. 


NACA Marketing Survey 


To improve selling and distribution 
methods through the development of bet- 
ter information on marketing costs, the 
research committee and staff of Na- 
tional Assn. of Cost Accountants are en- 
gaged in making a nationwide study 
covering the analysis of costs for deter- 
mining marketing policies. The survey 
is being based on methods employed by 
a representative sampling of major com- 
panies. A report on the project, to be 
released early next year, will deal with 
methods for evaluating products, sales 
territories and customer classifications 
for purposes of aiding management to 
measure the effectiveness with which 
marketing functions are being per- 
formed. The information will be of as- 
sistance in measuring the relative profit- 
ability of different products, territories 
and other categories. 


Addendum 


The article, ‘‘ Protecting Records from 
Atomic Bomb Damage,’’ by John W. 
Fiske Jr., which appeared on page 143 
of the January issue of THE OFFICE, 
was presented by the Records Manage- 
ment Assn. of New York under the title, 
‘“Your Records and the Atomie Bomb.’’ 
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Carbon Paper Waxes 


(Continued from page 56) 


product in the production of briquettes, 
various pitches and chemicals. The 
Riebeck quality is particularly suited 
for the manufacture of carbon paper 
because of its uniformity and compiete 
freedom of foreign matter. Montan wax 
is produced in both crude and bleached 
qualities, both largely used in the car- 
bon paper industry. 

Beeswax is a product of the honey 
bee and is produced in practically every 
country of the world. The color and 
odor of the wax depends on the flora 
upon which the bee feeds. As previ- 
ously stated this wax is used principally 
as a binder for the other brittle waxes. 


Sales Department 


(Continued from page 120) 


monthly summary of revenue, or sales, 
and the cost operations for which he is 
responsible. This summary will prob- 
ably consist of a statement reviewing 
the operations of the company as a 
whole, supported by schedules of de- 
tail on the various sales regions. In 


a 


” 


. « « and here’s the carbon copy.” 
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Win with Webar !* 


Today's Most Saleable | 
MECHANICAL ADDRESSER 


* The Weber Way is the better way—the best 
way to address LARGE mailing lists or small. 
Display the new Weber with the magic wick. 
Advertise it. Demonstrate it. Dealers every- 
where are finding that the new Weber is today’s. 
most saleable mechanical addresser. And it’s 
trouble free too! No service calls. Write today 
for details about a new Weber Way direct mail 
advertising program we’ve prepared for you. 

WEBER EXCLUSIVES 

ADJUSTABLE CAPACITY to take post cards, en» 

velopes, booklets and one-inch catalogs. | 

ADJUSTABLE FLUID CONTROL to suit type of 

paper stock being imprinted. : ; 

AUTOMATIC EJECTION face up as piece is ade 

dressed, leaves hands free for continuing operation, 

FINGER TIP PRESSURE on take-up spool ade 

vances roll. 

FULL VISIBILITY through transparent pressure 

bar gives clear view of addressee, facilitates posi 


tioning. 
RECORDO-PRINT ADAPTOR for addressing direct 
from file-cards, ledger sheets, etc, 


HANDI-MATIC"' 


= WeberWay 2 


OF ADDRESSING 


SSSSSSSSCSSESEESEESSEESEHESHEBEeaeseeaeeaeeeaae 
JOSEPH A. WEBER 3 
230 WEST CENTRAL ROAD 
0 Send me free details on how | can “Win 

with Weber.” 
© Enter an order for Weber Addressing 
Machines with the magic wick. 
PEN Wiidnatlcciih anc caiman iabuokesdasobe 
ADDRESS: : 


wETIIIIITIIIITIIiiiiitititttittitt titi ttt 


WEBER ADDRESSING MACHINE CO. 
230 W. Central Rd., Mt. Prospect, Ill. 


Sececseseuscsan, 
Seeseeceeaae 
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GUARANTEED 


THREE YEARS 


ELECTRIC (D-26 EAU) 
TWIN - CYLINDER 
STENCIL DUPLICATOR 


Also Hand Operated Models from $136.50 


No Other Stencil Duplicator 
Has All These Amazing Features 


AUTOMATIC INKING—Ink fed to any section of print- 
ing area without stopping machine. 

CHANGE COLORS IN 3 MINUTES—No extra drums re- 
quired. No messy feltpads. 

HAIRLINE REGISTRATION assured by double action 
paper feed. 

PRINTING AREA~a full 814x13'4"— our special models 
take double legal size 

INDEX CARDS and folded sheets printed with uniform 
accuracy. 

BUILT IN AC-DC Lniversal Motor. 

COMPACT —Occupies only 3 cubic feet. 


Rex Rotary 128 West 23rd St. 


DISTRIBUTING CORP. New York 11, N. Y. 


a 
Boston—Nettle Off. Eq. Co.; Canton—Muneo Sales & Svce.; 
nati—Willenborg Staty. & Pig Cleve and -A ry ns & Cc 
ya Bec klan d Van Wald; “ian. City 4c 
; Phila.—Rex Ro tary Diste.; 
us. + Tol odremont Off. Spec.; Wasbington— 
Amer. Typwr. Co. Several “Seveitories still oven, 





addition, he may receive a monthly 
statement of sales by types of prod- 
uct and also a summary of sales to 
various types of customers, both for 
the company as a whole and detailed 
supporting data on regional perform- 
ance. These two statements, both of 
which are a summary of operations 
with supporting schedules, will have al- 
ready given the sales manager enough 
statistical information to keep him busy 
for quite a while. Certainly he should 
be given no statistical detail that is not 
needed to make sound judgments about 
the operations under his control. 


What can be done to summarize re- 
sults in such a way that weaknesses 
and exceptions are most evident? Weak 
or exceptional performances are pre- 
cisely the areas which deserve atten- 
tion, and if corrected the result is 
bound to be an improvement in total 
company operations. The national sales 
manager might receive a summary of 
overall company operations in this form 
(Fig. 1). It is possible, of course, to 
collect data on regional performances 
by cross-filing individual statements of 
this kind in a large binder to provide 
a complete history, but it does not 
help eliminate detail. 


Using the principle of reporting by 
exception, however, graphic summaries 
of performance can be _ prepared 
very simply (Fig. 2). You will note 
that the two standards of comparison 
—quota for sales performance and 
budget for cost operations—are used 
in this scatter diagram to portray re- 
gional performances in graphic form. 
The diagram is divided into four areas: 
(1) regions whose costs are over the 
budget and whose sales are under quo- 
ta; (2) regions whose costs exceed 
budget estimates but whose revenue 
performance also is over quota; (3) 
regions whose costs are below the 
budget and whose sales are below quota; 
(4) regions whose costs are below the 
budget and whose sales are in excess of 
quota. This simple diagram immediate- 
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ly suggests those divisions which deserve 
primary attention and allows the sales 
manager to concentrate on the regions 
where there are serious problems of 
revenue, expense control, or both. 

If we take the scatter diagrams down 
to the regional level, we can see what 
the regional or national manager can 
learn about the region which seems to 
require attention. As shown, region 5 
had the poorest overall performance. 
Now it is possible for the regional 
manager or the national manager to ex- 
amine that region more in detail (Fig. 
3). Region 5 consists of 10 branches 
located in cities designated “A” through 
“J.” The operating executive, after 
a quick examination, will be able to con- 
centrate his attention on the weaker 
branches—without searching painfully 
through a volume of statistics. A sim- 
ple analysis like this, prepared in con- 
nection with regular operating reports, 
saves executive time and leads imme- 
diately to executive action. 
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What action can the sales manage? 
take now that he has uncovered the weak 
areas? He can begin by doing three 
things. (1) eall the regional manager’s 
attention to the poor branches; (2) 
ask for the causes for the poor perform- 
ance; (3) ask what action should be 
taken to correct this situation. Psycho- 
logically, these three steps should be 
very effective. The sales manager com- 
municates with the regional manager 
about the problem, and d«es not wait for 
the regional manager to come to him. The 
sales manager asks for reasons and 
does not attempt to initiate his own 
investigation. He asks for recommended 
action, because regional managers are 
supposed to know what to do to correct 
poor performances. 

Consider the problems of control at 
the regional and branch level. What 
contributions ean office management 
make in that area? Assume the branches 
consist of a series of counties broken 
down into territories, and the territories 











WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Emperial 


ASK YOUR DEALER 


Emperial 


DESK CO. 
Evansville, Indiana 











IPE CLEANING MADE EASIER 


*NORTA THE ORIGINAL PLASTIC Tye CLEANER 
Free somple sent upon request write to 


NORTA DISTRIBUTING COMPANY 


1123 Broodway, New York 10, NY 


JUST IMAGINES 
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@ Kimberly 


BALL PO 


FISHER PEN COMPANY - 


S7 WAVELAND AVENUE 
CHIC aGO 3. ILLINOIS 








We are offering OVER-ALLOW- 
ANCES on TYPEWRITERS & ADD- 
ING MACHINES in any quantities. 
Advise number available. Give 
complete description, make, mod- 
els, serial numbers and price 
desired F.O.B. your city. We have 
facilities for pickup and transpor- 
tation. 


Central Office Appliances, Inc. 


614 ee ST., 79 aa TEXAS 
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| into blocks. Emerson said of the min- 
istry, “You don’t save souls in large 
batches. You save them one by one.’ 
You don’t capture large portions of a 
market in one fell swoop; you serve 
individual customers through individual 
salesmen and servicemen. You serve 
them one by one. 

The least but most important com- 
mon denominator is the customer, and 
the work force that serves him. It is 
important that our record system pro- 
vide a systematic method of planning 
and appraising performance at the cus- 
tomer level. Block records, developed 
and maintained by office management 
groups, are an excellent illustration of 
a control device which helps regional 
and branch managers control their op- 
erations at the front line, where it 
counts most. 

If our distribution organization is to 
achieve maximum coverage. and exert 
intensive effort in every segment of the 
market, it is necessary we have some 
factual basis for estimating what that 
market is. We need a happy, enthusi- 
astic, hard-hitting sales organization 
with complete confidence in sales leaders 
and in the conclusions they have 
reached about the market potential. Our 
marketing executives must be able to 
direct and control our demand-creating 
efforts if we are to achieve our pro- 
ductivity goals. 

An adequate quota system is of para- 
mount importance. One of its principal 
advantages is that it can build a proper 
attitude in the sales organization by 
demonstrating conclusively that it is 
based on sound and intelligent analysis 
of the marketing opportunities. If it 
is based on incorrect premises, on inade- 
quate information, it can and often does 
destroy the esprit de corps we have set 
out to create. 

Assume that salesmen may be assigned 
territories either on the basis of geo- 
graphical area or a specialized type of 
customer, depending on the character of 
the sales potential. In some areas it 
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may be advisable to assign salesmen 
to specialized lines of business, such as 
banks, manufacturing organizations, 
government, retail organizations, etc., 
depending on the local situation. We 
want to develop a block record system 
which will do certain things: 


1. Establish a satisfactory yardstick 
for measuring results under existing 
marketing conditions. 


. 2. Provide reliable data which can 

be used to set up sales goals which 
are in accordance with the true poten- 
tial of the area. 


3. Provide a basis for developing 
quotas which can be supported and ex- 
plained to the salesman who is re- 
sponsible for the quota, so that he will 
accept it as being fair and right. 


4. Provide sales management with an 
operating tool which will enable it to 
measure the true results achieved by 
individual salesmen and marketing units, 
disclose weaknesses and indicate the ac- 
tion needed to correct them. This should 
be a reliable means for identifying the 
areas not being covered or developed 
adequately and should help to determine 
manpower requirements. We want a 
system which will give a true indica- 
tion of our competitive position in the 
territory. We want an instrument that 
will assist management in developing 
realistic budgets and exercising ade- 
quate control over distribution costs. 
Finally, we want to provide, at the ter- 
ritory level, a powerful incentive to do 
a well-balanced, all-out selling job. 

The block record is one way of 
achieving these objectives. A typical 
block record is shown in Fig. 4. It 
contains a history of performance in 
each segment of each sales territory. 
A block is a sufficiently small segment 
of the territory that can be transferred 
in toto whenever we choose to change 
territory assignments. The block rec- 
ord indicates current sales by product 
categories and average sales for the 
last 10 years. To develop a quota re- 
sponsibility for each salesman, first es- 


Tue Orrice—February, 1951 





a cute puPLicaTe 
gore 


FORCE 
improved 


MODEL 


150 
AUTOMATIC 
NUMBERING 

MACHINE 


Send for 
catalog “Ee” 


THREE QUARTERS OF A CENTURY’S SERVIC 


WM. A FORCE ax Z 
ae co 
& COMPANY, INCORPORATED on Si 

64 WriTE STREET NEW YORK TaN: ¥ v 





+ 


Q-4P204cCyp 


ace ied a 


MAGIC-JOG 


Just the weight of the paper 
starts the jogging action. Pays 
for itself quickly in mail rooms, 
duplicating rooms, file rooms, 
printery, bindery, etc. Handles 
all weights of paper. 10" x 12" 
deck. Light but strong. Fast and 
efficient. Operates on 110-120 
A.C. Available also for D.C. 

Order today. Satisfaction is guaranteed! 


eo Cite 
° “~ 
z MAGIC CIRCLE MANUFACTURING CORP. 


rq co* 6136 E. Admiral Place 
Tulsa 8, Oklahoma 


PAPER JOGGER 


$1995 | 


ed Work 

ve 
Hundreds of 
uses in your 
office! 





FINAL-LINE CARBON 
corrects most common 
Typewnting 

fault! 


Every Typist knows the aggravation of 
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tablish a quota for each block within 
the territory on the basis of 10-year 
average sales. Blocks are distributed 
so that each salesman is given an equit- 
able proportion of the total branch ob- 
jective. He has a quota for each block 
and a quota for his territory. Block 
records are maintained in visible files 
by territory, and any block running be- 
low quota for the current year is 
flagged so the manager can spot at a 
glance the areas of weak performance. 
Does the sales performance of an in- 
dividual salesman represent an adequate 
coverage of all possibilities? Are there 
some segments in a territory which re- 
main unsold in spite of a good per- 
formance for the entire territory? 
Without a yardstick for comparison, and 
without an adequate breakdown of the 
territory, these questions cannot be an- 
swered. Block records provide a re- 
liable basis for analyzing a territory in 
detail. The block record system, or 
some similar device for providing sales 
management with a basis for detailed 
control of front-line operation, is one 
of the most important contributions of- 
fice management can make to the suc- 
cess of the marketing activity. 
Suppose you are a branch manager 
and I am a salesman. Assume my rec- 
ord in my territory is good—my total 
sales are adequate and my costs are 
satisfactory. Suppose, however, that 
the block records indicate I am getting 
my business in large measure from 
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only 10 of the 15 blocks which have 
been assigned to me. If you ask me 
for an explanation, I can tell you only 
one of two things. I can say I am 
working on the other five, but am get- 
ting no results. In that ease, it’s cost- 
ing me money to do so. Or, I may 
explain I am not working on them at 
all, for one reason or another. In 
either case, I can searcely object if 
you want to remove those unproductive 
blocks from my territory. This helps 
eliminate the possibility that an impor- 
tant sales potential is being ignored, 
hiding hehind the smoke screen of an 
apparentiy good sales record. 

At the top management level, the 
comparison of regional performance 
with quotas determines which regions 
or divisions are falling below the 
company average. At the _ regional 
level, management can determine which 
branches are retarding the company’s 
percentages, and at the branch level, 
the local manager can determine which 
territory is below the branch percentage 
of quota. He can tken go one step 
further and identify the block within 
the territory which is below the branch 
average and thus determine the exact 
spot where action is needed. Office 
management has the responsibility for 
operating this whole control procedure 
and for preparing the reports neces- 
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sary for executive action. The system 
ean never be properly designed or ef- 
fectively operated without a close work- 
ing arrangement and a full mutual un- 
derstanding between the marketing and 
office management functions of the busi- 
ness. 


There is another area in which the 
relationship between office management 
to the marketing activity is of tre- 
mendous importance, an area in which 
office management can and does con- 
tribute to the overall success of a com- 
pany’s operations. This second respon- 
sibility involves the processes of finan- 
cial and statistical data of various 
kinds—consignment records, accounts 
receivable, billing operations, service ree- 
ords and payrolls. The accounting job, 
so far as quantity is concerned, as- 
sumes gigantic proportions and it be- 
comes necessary that office management 
conduct its affairs economically. Op- 
erating costs become a vital factor in 
handling the mountain of paperwork 
required to keep the marketing activity 
operating smoothly. 

There are three fundamental require- 
ments for any good accounting system: 
accuracy, promptness, and economy. 

Accuracy depends often upon train- 
ing, the proper use of tools and com- 
petent supervision. Often, mechaniza- 
tion is the answer to the problem of 
sloppy records, errors in transcription, 
transposing of balances and accurate 
totaling of figures and computation of 
amounts. 

Promptness can be achieved by 
streamlining procedures to fit report 
requirements, proper scheduling of 
work, adequate division of labor and 
specialization of jobs, and simplifica- 
tion of procedures and methods. 

Eeonomy of operation can be meas- 
ured only in terms of productivity. 
The productivity of an accounting de- 
partment is not always measured in 
terms of its own operations. It often 
becomes a chain reaction, and produc- 
tivity must be judged to a large extent 
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by the effects produced in the many 
other areas of the business which the 
office serves. The cost of an account- 
ing operation is not a necessary evil. 
It is the price we pay for an adequate 
communication system, for obtaining the 
factual data for intelligent operational 
control. The effectiveness of the ac- 

counting operation must depend upon 
’ the timeliness, accuracy, and value of the 
information to all the operations of the 
company. 

From a management standpoint, a 
negative approach assumes we develop 
records to justify something, such as 
an income tax. The positive approach, 
on the other hand, assumes we keep 
records to make decisions which will 
create profits, increase revenue and im- 
prove cost control. Business records 
should be viewed from both points of 
view, and under no circumstances can 
they be considered a necessary evil. 

Competition is not confined to the 
salesman’s territory. Every business or- 


ganization must compete successfully 
not only in marketing its product, but 
in every other phase of its: activities. 
The battle is not fought only by the 
infantry in the field; it is fought just 
as surely and just as constantly by 
the general staff, by the service units, 
the supply personnel and the ground 
crews. You are competing with your 
opposite numbers in the organization 
of each of your competitors. Compe- 
tition, as we know it, presents a chal- 
lenge to every area of business activity, 
and the effectiveness of our job in 
serving the interests of our employees, 
stockholders and customers will depend 
in the future upon our ability to com- 
pete successfully all along the line. 
Any technique or system developed by 
office management, which will improve a 
company’s capacity for administration, 
will give that company a definite com- 
petitive advantage when competition re- 
turns in full foree to the American 
business scene. 
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Powers-Samas in the U. S. 


A romantic business story is attached 
to the latest neweomer to the business 
machines market in the U.S. Many in 
the industry who are world travelled 
will remember when Powers-Samas Ac- 
counting Machines Ltd., London, Eng- 
land, commenced manufacture of punch- 
ed card tabulating equipment back in 
the early twenties. Primarily intended 
in those early days to meet the demands 
in Britain, the progressively successful 
performance of their products caused a 
steady expansion into the major markets 
of the British Empire and Continental 
Europe. Today Powers-Samas supply and 
maintain their equipment in many coun- 
tries of the world and under conditions 
varying from the arectie circle to the 
equator. Now Powers-Samas enters the 
American scene as the exclusive manu- 
fracturer of three complete and distinct 
ranges of tabulating equipment—21 col- 
umn, 40 column and 65/130 column card 
capacity, in all of which simplicity of 
design, mechanical action and economy 
to the user are key features. 

This newcomer to the American tabu- 
lating equipment market is organizing 
to offer and service their Samas 21- 
column and 40-column ranges of ma- 
chines. Powers-Samas Accounting Ma- 
chines (Sales) Ltd. has established sales 
and maintenance service in their newly 
occupied premises at 57-63 West Grand 
Ave., Chicago. J. M. L. Muir, C. A, 
until now secretary of the Powers-Samas 
Accounting Machines group of compan- 
ies in the United Kingdom, is manager 
in North America. 


President of Roberts 

On Dee. 1, 1950, D. E. Loushay was 
appointed president of Roberts Number- 
ing Machine Co., Brooklyn, N. Y. Mr. 
Loushay came to Roberts from Great 
American Industries where he was gen- 


136 


of the Industry 


eral manager of the Linn Coach & Truck 
Division ‘ocated at Oneonta, N. Y. 


Bigger NOFA Exhibit 


National Office Furniture Assn. an- 
nounced that the number of exhibitors at 
its annual convention and exhibit this 
year would be 45% more than last year. 
Last year’s number of exhibitors was 
229, more than in 1949. The exhibit will 
open at noon on March 4 in the Stevens 
Hotel, Chicago, and continue during the 
conference until March 6, Exhibition 
and registration information can be had 
from John R. Gray, 60 East 42 St., New 
York 17, Exhibitors and their staffs will 
not be charged the usual convention 
registration fee, only for the Monday 
luncheon and Tuesday banquet, nor will 
there be any registration fee for ladies. 
One dealer registration fee will cover all 
members of the same firm. 


McBee Officers 

Philip M. Zenner was elected president 
of McBee Co. at a directors’ meeting 
held in Athens, Ohio, last Dee. 5, suc- 
ceding his brother, D. R. Zenner, who 


P. M. Zenner 


H. C. Davis 


died Oct. 17. Mr. Zenner was also re- 
elected chairman of the board. H. C., 
Davis was elevated to the newly-created 
position of executive vice president. Mr. 
Davis had been vice president in charge 
of sales with headquarters in New York. 
He will move to Athens where the com- 
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pany’s general offices are located. B. F. 
Cutler, Athens, was elected to the board 
of directors and was also made a vice 
president and reelected to his position 
as treasurer. With the exception of Mr. 
Cutler, the board remains the same as 
last year: P. M, Zenner, chairman; A. B. 
Roe, vice chairman; Harry B. McBee, 
H. C. Davis, Roger Connor, F. C. Rum- 
mel (president, Spokane International 
Railroad), C. P. Luckey, (vice president, 
New York Trust Co.) W. B. Stitt (part- 
ner, Havens, Wandless, Stitt & Mont- 
gomery). The following officers were al- 
so reelected: Harry B. McBee, vice pres- 
ident; Roger Connor, vice president and 
secretary; W. E. Ausenheimer, con- 
troller; J. M. Scriven and C. J. Dickson, 
assistant secretaries. 


Mosler Moves Ad Dept. 

Mosler Safe Co., of Hamilton, Ohio 
and New York, has appointed Stockton, 
West, Burkhart, Ine., Cincinnati, to 
handle all phases of its advertising pro- 
gram, effective March 1. Mosler will 
shift key personnel from New York to 
the home office. John Mosler, vice presi- 
dent, and Langdon R. Littlehale, direc- 
tor of advertising, will transfer their 
headquarters to the main office and fac- 
tory in Hamilton, Ohio. Marie MacLel- 
lan, assistant advertising manager, will 
remain in New York to supervise produc- 
tion of window displays and related ma- 
terial. 


M&V Plant Addition 


Mittag & Volger, Inc., manufacturer 
of carbon paper and inked ribbons, an- 
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nounced plans to build a 40,000 sq. ft. 
addition to its main plant in Park Ridge, 
N.J. This is the latest step in an ex- 
tensive program undertaken in 1949 to 
handle the company’s increasing sales 
volume. The addition will be a 2-story 
brick veneer building, blending architec- 
turally with the present plant. Designed 
for converting paper, and incorporating 
such features as latest model unit heat- 
ers, steel casement windows and fluores- 
cent lighting, the new addition will be of 
the most modern construction. A hydraul- 
ically-operated loading dock will accom- 
modate all trucks with greater speed and 
efficiency. Present plans call for com- 
pletion of the new annex in June. Since 
1949, Mittag & Volger has added 10,000 
sq. ft. of floorspace and more than 
doubled its employees. 


Roytype Sales Manager 


Fortune Peter 
Ryan, vice presi- 
dent, Royal Type- 
writer Co., an- 
nounced the eleva- 
tion of J. Russell 
Risbey to Roytype 
sales manager, ef- 
fective Jan. 1. Mr. 
Risbey, a 23-year 
veteran of the com- 
pany, started with 
Royal selling port- = 
The follow- 


J. Russell Risbey 
able typewriters in 1927. : 
ing year he was transferred to the New ~ 
York Roytype Division, in charge of re- 


Office machine deal- 
ers’ new drive-in sup- 
ply center of Ames 
Supply Co., at 777 
E. Pico Blvd., Los 
Angeles. Dealers may 
leave their cars and 
visit other nearby 
manufacturers or 
wait in the comfort- 
able lounge contain- 
ing public phone, 
Cokes and reading 
material, and take 
away their platen re- 
quirements and parts 
the same day. 





Last month's opening of the 
first branch store of Chas. S. 
Nathan's, Inc., in their newly 
constructed building at 150-0! 
Hillside Ave., Jamaica, L. I., 
N. Y. L to R.: |. E. Feuer, 
Jamaica general manager; 
Seymour L. Nathan, president; 
Chas. M. Nathan, vice presi- 
dent; Frank J. Selsky, Jamaica 
s>les manager; David, son of 
Chas. M. Nathan. Nathan's 
was established in 1876 and 
their headquarters is at 546 
Broadway, New York. 


tail office supplies. After serving in this 
capacity for nine, years, he was ap- 
pointed assistant sales manager in 1938, 
the position he filled until his recent 
promotion. Ag Roytype Sales Managers, 


Burroughs Sales Regions 


Burroughs Adding Machine Co. has 
announced establishment of a new re- 
gional organization for its sales and 


in the U. S. The 


Mr. Risbey will supervise the ribbon, 
carbon and oftice supplies’ activities for 
Royal’s 83 branch offices and 1500 deal- 


service operations 
company’s branches, located in all prin- 
cipal U. 8. cities, have been divided into 


ers throughout the country, and will 
maintain headquarters at 2 Park Ave- 
nue, New York. 


seven geographical areas under regional 
managers, assisted by regional service 
managers and regional accountants. In 
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announcing the new organization, Ray 
R. Eppert, vice president, explained that 
this more decentralized method of oper- 
ation will enable the company’s field or- 
ganization to improve its service to cus- 
tomers and place it in a more flexible 
position to meet the increasing demand 
for the company’s products and services. 
Regional offices, including decentralized 
accounting, sales promotion and distri- 
bution facilities, have been established 
in the following cities: Boston, Dallas, 
Decatur, Ga., Detroit, Philadelphia, Red- 
wood City, Calif., and St. Louis. 


NSOEA Exhibits Dates 


Une major change in the exhibit sched- 
ule at the annual convention of the Na- 
tional Stationery & Office Equipment 
Assn. will be made this year. The ex- 
hibit will open at the Hotel Stevens, 
Chicago, on Saturday, Sept. 22 and close 
Wednesday, Sept. 26. Exhibit hours will 
be 1 to 9 P.M. on Sept. 22, 23; 2 to 9 
P.M. on Sept. 24; 5 to 9 P.M., Sept. 25; 
noon to 6 P.M. Sept. 26. 


Trueman with Old Town 


Grant R. Robin- 
son, chief engineer 
in charge of the 
duplicating ma- 
chine division of 
Old Town Ribbon & 
Carbon Co., Brook- 
Ws NG 2 eee 
nounced that Paul 
T. Trueman, a lead- 
ing duplicating ma- 
uel ¥. Weenunae chine engineer, _is 

; now associated with 
Old Town. Mr. Trueman is a pioneer in 
the origin and development of American 
liquid duplicators and has been contin- 
uously active in this field since 1929. 
Mr. Robinson reports that Old Town ex- 
pects soon to announce a new advanced 
system model spirit duplicator as an ad- 
dition to the present Old Town line of 
standard spirit machines. 


Permoflux Disiributors 


Permoflux Corp. has appointed the fol- 
lowing distributors for Permoflux Scribe 
Dictating Machines: Mills Recording Co., 
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DUPLICATORS 
and Supplies for 
ail Duplicators 
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THE “HEYER CORP - CHICAGO 


BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We guar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service. 


Richard Gibian 


119 LABAYETTE STREET 
EW YORK 13, N. Y. 
Cables: “ERGIBIAN.’’ Telephone: REcter 2-6580 














CALLING ALL TRAVELERS! 


KEEP YOUR EXPENSES IN ~ 
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til 
Get them from your 
stationer or write to 


Beach Publishing Co., Detroit, Mich. 


7338 Woodward Avenve 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
TTT nal merry ||| 
|. A. DEHN, JR. 

Kite 


The P 
ADDING MACHINE PARTS EXCLUSIVELY 


» P, O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 


























yneer Adding Machine Parts 











Select-A-Line 


The Only Co 9 eed with 


All These PLUS Features 


FINGERTIP COPY ALIGNING — Just turn 
rollers—no tugging or pulling. 

HANDLES ALL SPACING — One, two or 
three line spacin automatic with selector 
lever—or variable spacing with control 


knob. 
ANY LENGTH COPY—continuous or fan- 


fold. 
REVERSIBLE—Pick up copy at any point by 
rolling platen. 
VISIBILITY down to the last half-inch of 
HORIZONTAL OR VERTICAL COPY easily 


LIGHTWEIGHT, COMPACT—Only 3%" x 
3." x iY," overall, fits any desk drawer. 
Write for literature and prices today! 


ADKINS & KUSCHEL CO. 
112 Prospect Ave., Cleveland 15, Ohio 











the Best Values in 
Rough and Rebuilt @m 
Office Machines? G@zeoem 


Buy from \NTERNATIONAL 
BOOKKEEPING MACHINES ... 


-.. all makes and models are available at 
t I. Every hi we ship is 
guaranteed to be exactly as specified. 
We Offer a Full Line of Select Rough 
and Rebuilt . . . 
ADDING © BOOKKEEPING 
CALCULATING MACHINES 
COMPTOMETERS * TYPEWRITERS 
ADDRESSOGRAPHS 
Dealers’ Inquiries Welcomed 
Write, Phone or Wire 





w oowo INTERNATIONAL = 


OFFICE APPLIANCES, INC. 


New Yc 


* cable: ADDBOOK 





PATENT NO. 1610368 
Other Patents Pending 


UNIVERSAL 
TUBEFILE 


AT LAST an easy way to file and 
find large maps and tracings. 
METAL CABINET © LOCK 


DELIVERY NOW 
Dealer Inquiries Invited 


SCOTT-RICE COMPANY 
610 S. Main Tulsa 3, Okla. 








\ITIES 
TING ACT 
queck WRI INCREASE 


$ 
Ry CASE 
qyeck FORGE INCREASE 


Lock 
SECURITY 
SAFEGUARY eure SALES 
CHEC INCREASE 


Safeguard Instant 
Checkwriters afford 
Complete Bank Ac- 
count Protection. 


Overseas Distributor 
Safeguard International 
3312 Lancaster Ave. 
Phila. 4, Pa. 


Safeguard Corp. 


LANSDALE, PENNSYLVANIA 
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Chicago; Scientific Products Co., Den- 
ver; Columbus Dictating Machine Co., 
Columbus, Ohio; Dickey Office Equipment 
Co., Spencer, Iowa; Midwest Recording 
Co.,. Quincy, Ill.; Smith Bros. Business 
Equipment Co., Syracuse, N. Y.; National 
Products Sales Co., Rochester, N. Y.; 
Magnetic Recording Co., Fair Lawn, N. 
J.;. Service Radio & Sound, Duluth, 
Minn.; Race Office Equipment Co., Osh- 
kosh, Wis.; General Office Supply Co., 
Appleton, Wis.; Electronic Art Studios, 
Wadsworth, Ohio; J. V. Stout Co., Bal- 
timore; Main Office Co., New Orleans, 


At Underwood Burlington Works 


J. C. Rogers Jr. has been appointed 
production manager of Underwood Cor- 
poration’s Burlington, N. J., Works. In 
his new: position, Mr. Rogers will super- 
vise production of Underwood machine 
ribbons, carbon papers and other sup- 
plies. The announcement by Milton C, 
Barber, general manager of the Burling- 
ton Works, stated that Mr. Rogers’ ex- 
perience before joining Underwood and 
his three years in the plant have quali- 
fied him to handle his new responsibili- 
ties. 


Ozalid East Central Manager 


The promotion of 

™ Conde Hamlin, Chi- 
_ eago branch sales 
manager, to region- 
al sales manager 
for the newly 
formed east cen- 
tral region, with 
headquarters in 
Detroit, was  an- 
nounced by Lewis 
P. Naylor, general 
sales manager, Oza- 


Conde Hamlin 
lid, Division of General Aniline & Film 
Corp. The new sales region includes the 
eastern Great Lakes area, the Allegheny 
area, all of Ohio and the city of De- 
troit. Nearly one quarter of Ozalid’s 
domestic activity is accomplished in this 


region. Of the nation’s 25 most im- 
portant markets, five are found in this 
area. Detroit, Cleveland, Pittsburgh, 
Buffalo and Cincinnati. In addition, it 
includes Flint, Grand Rapids, Akron, 
Canton, Columbus, Dayton, Toledo, 
Youngstown and Erie. Mr. Naylor 
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Yrecisa 


‘A Marvel of Swiss Precision" 
Since 1933 

No matter what your problem, addition of 
subtraction, Precisa remembers the last figure 
and will repeat it. Simply press the Recall key. 
All standard adding machine features are in- 
corporated in the Precisa which adds, subtracts, 
multiplies, and has automatic credit balance. 
Plus exclusive features of 

%* Single, double and triple zero keys. 


% Recall key. 
% Automatic step-over multiplication. 


Available in Manual or Electrical Models. 
DEALERS: Your territory may still be open for 
Precisa representation. Write today for complete in- 
formation. 

PRECISA DISTRIBUTORS, INC. 


171 MADISON AVE. 


NEW YORK 16, N. Y. 
and 905 2nd AVENUE, SEATTLE 4, WASH. 
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WELCOME TO 
BOOTHS 106-107 
NOFA CONVENTION 
March 3, 4,5 & 6 
STEVENS HOTEL 
CHICAGO 
(ramon 


POSTURE CHAIR CO. INC. 
KANSAS CITY 











NOW YOU CAN SELL YOUR OWN NAME WITH 
THE FINEST IN DUPLICATING INKS BY 


(anode 


YOU SUPPLY— 


Your Label 
—WE'LL APPLY 


Your OWN 








DUPLICATING 


Wicks A AT NO EXTRA CHARGE 
TO YOu. 


Reliable dealers can now market the famed line of 





Canode duplicating inks produced for every stencil 
duplicating need, under the dealer’s own private 
brand label. Labels supplied to us are applied at our 
factory without cost to the dealer. Canode, origina- 
tors of homogenized duplicating ink and _ foremost 
specialists in quality inks for almost a half century, 
will fully guarantee every drop of ink you sell to 
perfectly fit the use for which it is designed, as 
described in the complete Canode catalog sample book. 


oe INK SPECIALTIES tic. 


\ y 523 N. Halsted St., Chicago 22, Ill. 


Originators of Homogenized Dup. Inks 














stated that Ozalid’s decision to estab- 
lish the new sales region was based 
largely on its importance from a mar- 
keting standpoint. The new organiza- 
tion is expected to contribute much to- 
ward a hard-hitting, coordinated saies 
program Ozalid has planned for 1951 
throughout the entire region. 

E. J. Tolle Jr. is now branch sales 
manager for the Ozalid Chicago sales 
branch. Mr. Tolle, manager of Ozalid’s 
service engineering department since 
1947, joined Ozalid in 1946 as a market 
analyst in the market development de- 
partment. The opening of a _ branch 
sales office in Wichita, Kan., was also 
announced by Mr. Naylor, under the su- 
pervision of William E. Harn. 


Fisher Pen Sales Manager 


Paul Fisher, pres- geeeeggeeeme 
ident, Fisher Pen 
Co., Chicago, an- 
nounced the ap- 
pointment of |} 
Robert E. Wright 
as general sales 
manager. Mr. 
Wright comes to 
Fisher Pen Co. as 
one of the original 
pioneers of the felt 
point pen, markers Robert E. Wright 
and inks. Mr. Wright will direct the 
sales activities of the Fisher Pen Co. 
national expansion program. 


Marchant Controller 


David W. Chappuis has been named 
controller of Marchant Calculating Ma- 
chine Co., it was announced by Edgar B. 
Jessup, president. 


Todd Appointments 


Gilbert J. Owen, vice president and 
general sales manager, Todd Co., an- 
nounced that Clare V. Long, formerly 
manager of the Baltimore office, was 
appointed manager of the Washingtn, D. 
C. office, with which the Baltimore office 
is now combined. Previously in charge 
of the Washington office was Harry L. 
Maynard Jr., who has been given the 
special assignment of liaison with gov- 
ernment agencies in the procurement of 
Todd machines and supplies needed in 
the rearmament program. Holly B. 
Coffin, manager of Todd’s Denver office, 
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pre MONROE CALCULATORS 


MONROE 
ADDING-CALCULATORS 


Models K, KA, MA, and LA 
a 
Write C.E.C. for further information 





CALCULATOR EQUIPMENT CORP. 


Orange, New Jersey, U. S. A. 











IF IT’S A B. F. GOODRICH PLATEN 
YOU KNOW IT’S A QUALITY PLATEN! 


3 out of 4! Yes, three of the four leading typewriter manufacturers 
use B. F. Goodrich Platens. 


@ No typewriter roll made today passes a more rigorous testing 
procedure. 


e B. F. Goodrich platens are fully guaranteed in workmanship and 
material. 


@ No other rubber company in the world has a larger amount of 
research equipment to make sure that you get the best in rubber 
products. 


REMEMBER, WHEN YOU'RE BUYING PLATENS, GET THE BEST! 
GET PLATENS BY B. F. GOODRICH, FIRST IN RUBBER! 


World Wide Distributors 


Typewniters + PARTS MSO Do) | FAV RYE dy) Mfg. Co. 


PLATENS + TOOLS 


SHOP EQUIPMENT [iN Y40 2, ag ONY Oe | 
ati § Phone DElaware 7-1090 - Cable “SHIPWARD” 
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“Saue Time wtth 
| Kite- Liwe : 


THE MODERN COPYHOLDER 
RITE-LINE CORP, 1025: 15th Street,N. Ww. 


ADDRESSING MACHINES 


FQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 
HAND & ELECTRIC 


WE MANUFACTURE * 
BUY and SELL Plates, 
frames, trays, cabinets, tabs, 
ribbons, speedaumats. Our 
large stencil embossing dept. 
gives fast, accurate service. 





REBUILT ELLIOTTS 
ALL MODELS 

HAND & ELECTRIC 
WE MANUFACTURE . 
BUY and SELL Fibre sten- 
cils, long & short Elliott 
trays, cabinets, liquid & 
paste ink. Also Smith Sten- 
cil typewriters. 
WRITE FOR INFORMATION, PRICES & CIRCULAR 
Dept. 5-0, 40 W. 15th St., N. Y. 11, N. Y. 


MAILERS‘ EQUIPMENT CO. 
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es 


rolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.45 to $1.75 


Ask Your Visible Systems Sapplier 
or write te PA MFG. CO. 
69 Mechanic St., Worcester, Mass. 











CLASSIFIED DIRECTORY 
FOR OFFICE UTILITIES 


45,000 latest addresses of manufacturers and 
dealers out of all four zones of Germany 
and from Berlin contains the 


Biiromarkt—Classified Directory 

616 pages, a book, which is priced at 7 
US-Dollars, including postage, and which is 
a qrest help to each businessman, dealing 
with Germany. 


Please check also the following editions! 
Jiirgen Helfer: Konstruktionselemente der 
Schreibmaschine, 48 pages, 24 illustrations, 
50 cents. 
Dr. Walter Wittmann: Zweckmassige Buro- 
mobel, Grundlage rationelier Biroarbeit, 
165 pages, 80 illustrations, 2.50 US-Dollar. 
Dr. Rudolf Werneburg: ABC der Biirotech- 
nik, 144 pages, 57 illustrations, 1.50 US- 
Dollar. 
Ernst Martin-Johannes Meyer: Die Schreib- 
maschine und ihre Entwicklungsgeschichte, 
592 pages, more than 1000 illustrations, 8.- 
Dollar plus postage. 
You also should not miss to subscribe to the 
International Journal for Office Equipment 
“Biromarkt" which appears twice a month 
for an annual subscription rate of 5. US 
Dollar, and which informs you about all 
novelties coming on the European market. 
Post your order to: 

VERLAG PETER BASTEN, 

AACHEN, GERMANY 
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has been given the additional responsi- 
bilities of managing the Salt Lake City 
office. He will retain his headquarters in 
Denver. Named manager of the Mon- 
treal office is Donald M. Maillie, formerly 
of the Cleveland office. 


Hermes Sales Manager 


Hans Stauder, 
vice president and 
general manager, 
Paillard Products, 
Ine., announced the 
appointment of 
Richard C. Smith 
Jr. as sales man- 
ager of Hermes 
typewriter and 
business machine 
division of Paillard 

Richard C, Smith Jr. Products, Inc. Mr. 
Smith, with 18 years’ experience in the 
field (for the past five years assistant 
sales manager of the portable typewrit- 
er division of Remington Rand, Inc.), 
will promote the national sales of Hermes 
Rocket, 2000 and Ambassador typewrit- 
ers and Intromat bookkeeping machines 
to large industrial and governmental or- 
ganizations. 


Ames Treasurer 


With deep regret, officials of Ames 
Supply Co., accepted the resignation of 
A. H. Haase as treasurer and assistant 
secretary. Mr. Haase has been asso- 
ciated with Ames since 1938, with the 
exception of 1943-1946 when he served in 
the Navy. Mr. Haase has gone into busi- 
ness with his father-in-law, J. M. Voor 
hees, W. W. Wilcox Co. At a meeting 
of the board of directors, Hubert D. Ha- 
gan was elected to succeed Mr. Haase 
as treasurer and assistant secretary. Al- 
though a newcomer to the company, Mr. 
Hagan has come well recommended and 
the firm has been acquainted with him in 
the past. He is a CPA and a member 
of NACA, the Illinois Society of CPA’s 
and the American Institute of Account- 
ants. 


McBee Managers 


Charles N. Sumwalt has been made St. 
Louis regional manager for McBee Co. 
with territory extending as far as and 
including Memphis, Tenn. He had been 


Tue Orrice—February, 1951 





OW / roumsavonn 

— 
WN 2 SIZES 
| 


@ Meet the ‘’King’’—the new 
Jumbo-size Flo-master Fountnbrush — 
made to meet the demand for 
heavy duty marking. Large ink 
capacity - interchangeable 
nibs make lines varying in 
width from % in. to 1 in. 
Writes on anything 
including “hard to work” 
surfaces, corrugated 
cartons, wood crates, metal, 
glass, etc. Has all the 
features of the 
*'Pocket-Size”— leakproof, 
spring valve, lightweight 
but sturdy aluminum 
construction. Used with 
Flo-master Inks — instant- 
drying, waterproof, 
non-smudging. 


Ask your supplier or write to 
Cushman & Denison Mfg. Co., 
135 West 23rd St., 
New York 11, N.Y. 














@ Cap of “King Size” may be 
screwed to bench to serve as stand, 


Ll : Mulls le / 


FOUNTNBRUSH 











ALL PURE COMMERCIAL 


WAXES 
CARNAUBA * OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 
MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
“Reg. U.S. Pat. Of. 





CASH REGISTER 


International Cash Register Parts Co. 


REET. CH 


3 PHONE *sowves-— 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 

















~ Lae Ginger cad Moray with 


The O2UGINR: 
0 OOKENVELOPES 


Sy ESTABLISHED 1902. 
GLASSINE on CELLULOSE TRANSPARENCY 
A Size and Style for EVERY URPOSE 





Write for! Pompt s 








end Prices 7; e 


OUTLOOK "ENVELOPE CO. 


1001 . WASHINGTON BLYD., CHICAGO. ILL. 





district manager in Milwaukee since 
1947. Earl W. Geisinger has replaced 
Mr. Sumwalt as district manager in Mil- 
waukee. Mr. Geisinger had been super- 
visor of the branch. 


Burroughs Appointments 


Ray R. Eppert, vice president in 
charge of marketing for Burroughs Add- 
ing Machine Co., announced establish- 
ment of a new sales and service branch 
at 163 Hempstead Turnpike, Hempstead, 

I, N. Y. G. 8. Vickerman is Hemp- 
stead branch manager. Willis FE. Mor- 
gan, general sales manager, announced 
that R. J. Sanders is supervisor of the 
retail section of Burroughs home office 
sales division. C. A. Baker, general serv- 
ice manager, announced appointment of 
the following service managers: George 
J. Bates in Mexico; Richard W. Cray in 
the Philippines; George E. Coleman in 
Honolulu, T. H. E. R. Kienker, general 
manager, Campania a Mexicana, 
announced that David P. Faraudo is now 
his assistant. Burroughs has doubled the 
size of its Hartford, Conn., operation and 
has established new branch quarters at 
Farmington Ave. and Tremont St., ac- 
cording to A. J. Lotane, local manager. 


Texas Dealers Convention 


The fourth annual convention of the 
Texas Office Machine Dealers Assn. will 
be held in the Shamrock Hotel, Houston, 
Feb. 11-12. Edwin T. Feigle, president, 
and Russell D. Brewington, convention 
chairman, have prepared an interesting 
and entertaining program. Some exhibit 
booths are still available. Full informa- 
tion can be had from Mr. Brewington at 
1221 Prairie Ave., Houston 2, Texas. 


Roll Back Roytype Prices 


Royal Typewriter Co., has rolled back 
prices on its Roytype carbon paper and 
typewriter ribbons to levels in effect be- 
fore Dec. 1, 1950, Maxwell V. Miller, 
president, wrote Alan Valentine, Ad- 
ministrator, Economic Stabilization 
Agency. ‘‘In this way we have given 
tangible evidence of our determination 
to help curb inflation,’’ declared Mr. 
Miller. ‘‘It is a matter of company 
policy, as well as of civic responsibility, 
for us at Royal to hold the line on 
prices, and we will most certainly do 
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Substantially Reduces 


NOISE 
of Keyboard Graphotypes 


SOUNTROL Noise Reducing Hoods, the re- 
= of many years’ research by "acoustic 

<r. protect workers from tiring 

se—increase production and work ac- 
earenn, Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing, Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 











TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 


3 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by ce fitars for Less 
REGAL TYPEWRITER COMPANY, Ine. 


200 HUDSON S$T., NEW YORK 13, 





STENCIL BOOK FILE 


SOM ee 

he Smart Way to 

FILE STENCILS 
Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. 
Capacity 50 stencils 
Capacity 100 stencils 
TECHNYGRAPH CO., Techny, il. 
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TOOLS 
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LAG. 


BERLIN SW68 US-SEKTOR 
FRIEDRICHSTRASSE 210 

















EXCLUSIVE 
SALES 
AGENCY 
PLAN! 


a GOOD DEAL 


FOR THE 


DEALER! 


With many special and exclusive fea- 
tures, Barrett Adding Machines require 
minimum salesmanship, and under the 
BARRETT EXCLUSIVE SALES AGENCY 
PLAN the business you build is YOURS. 


barrett GRAYTONE 


Beautiful in design and color. 
Easy and quiet in action, suit- 
ing the speed of any oper- 
ator. DIRECT SUB- 
TRACTION in both 
Hand-Operated and 
Electric Models. 
Don’t lose business 
by delay — write to- 
day for the Barrett 
Exclusive Agency Plan. 
BARRETT ADDING MACHINE DIVISION 
Lanston Monotype Machine Company 
24th and Locust Streets, Philadelphia 3, Penna. 











KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portability— 
Efficiency— 

arance— 
urability 

Adjustable to the 
natural position of 
any pair ef hands. 
KARLO STANDS 
@re designed to 

ive better service 

an any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
cembine added 
features which as- 
sure maximum pert- 
ability, attractive 
appearance, utmost 
efficlency and 

greatest 
durability. 


Write fer 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 

















The PARALINER Is a new device for rul- 
ing forms, it has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulars 
THE PARALINER COMPANY, INC. 
226 Colerado Bidg., Washington 5, D. C. 
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| IMPORTANT ISSUES often go out of print 


and become unobtainable. Keep your copies 
of THE OFFICE in these attractive binders 
from which copies can be easily inserted or 
removed without injury to the hands. Each 
binder holds 6 issues—two binders for a full 
year’s copies are $3 postpaid in the U. S. 
Binders are not sold singly. 


OFFICE PUBLICATIONS COMPANY 
270 Madison Avenue, New York 16, N. Y. 


Tue Orrice—February, 1951 





our part.’’ A number of Roytype items 
had been advanced from 2.7% to 12% 
on Dee. 11. Rolling back the prices of 
these items to their Dec. 1, 1950 quota- 
tions puts them back to price levels in 
effect since June 20, 1949. ‘‘This action 
is taken despite the fact that, within the 
last year Roytype, one of our three ma- 
jor divisions, has incurred cost advances, 
including labor and materials, approxi- 
mating 15%,’’ said Mr. Miller. This 
roll-back of prices affects about 600 dif- 
ferent items. It covers five different 
brands of carbon paper and six different 
brands of ribbons. Each of these brands 
is made up of dozens of individual items, 
in varying weights, finishes and sizes, 
Royal branches in the U. S. received the 
following telegram from J. R. Risbey, 
sales manager, Roytype Division: ‘‘In 
compliance with the appeal received from 
Eeonomic Stabilization Agency to com- 
bat inflation, we are hereby rescinding 
our telegrams of December 11 and 13 in- 
creasing Roytype prices. Customers 
billed at new prices should be credited 
with difference. Commissions already 
earned on new prices will not be charged 
back.’’ 


Zollinhoffer Heads N. Y. Group 


The annual dinner of the New York 
Office Appliance Managers Assn. on Jan. 
12 was its usual festive occasion, with a 
new high in attendance. The traditional 
hospitality of John Noonan of Kee Lox 
contributed much to the event. Newly 
elected officers include C. A. Zollin- 
hoffer, I.B.M., president; D. J. Johnston, 
Pitney-Bowes, Inc., vice president; and 
Harvey Thompson, Diebold, Inc., secre- 
tary-treasurer. 


A. R. King 


A. R. King, special representative in 
Royal’s Baltimore territory, died Dec. 19 
at the age of 74. Mr. King devoted his 
entire business life to the typewriter in- 
dustry, and was one of the best known 
and best liked men in the business. 
Prior to joining the company, he was 
general sales manager for Underwood 
Typewriter Co. Associated with Royal 
since 1934, he served.as manager of the 
Baltimore branch for many years, and 
most recently was special representative 
in that territory. 
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| CARBON 


| PAPERS } 


TYPEWRITER @ BILLING 
FAN-FOLD @ PENCIL 
CARBON JACKETS e@ REGISTER ROLLS 


INKED RIBBONS 


TYPEWRITER @ TABULATING 
ADDRESSOGRAPH @ TIME STAMP 
BOOKKEEPING MACH. @ ADDING MACH. 


HECTOGRAPH SUPPLIES 


CARBONS @ MASTER UNITS 
_ RIBBONS e@ DUPLICATING FLUID 
HAND-CLEAN CREAM e@ CORRECTION PENCILS 





CO RNRE teG Feta mayen 


CODO CARBON GRIPPER BACKING SHEET 
A patented Codo teature included in each Box of “Super 


Treated Super-Kote Keen-Rite” not for sale 


72 aR We S 
Codo-mrc. core. | ( sa 


401 Wood St 
Pittsburgh 22, Pa 


564 W. Monroe St 
Chicago 6, il 


270 Lafayette St 
New York 12 NY 


-ADVERTISERS » 





Acco Proaucts, inc, 

Accounting Machine Export Corp 
Acme Adding Machine Service t Sales Corp. 
Adkins & Kuschei Co. 

Allen Business Machines, R. 
Allied Carbon & Ribbon Mig. Corp. 
American Automatic Typewriter 
American Carbon Paper epson 
American Lithofold Corp. .. 
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Hiawatha 


AIR MAIL 
PAPERS 
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Send for Samples and Prices 


Wansco Paper Products Co. 
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the machines you order to your direct speci- 
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anteed, Inquiries invited. 


WE ARE ALSO BUYERS OF ALL MAKES 
OF OFFICE ACCOUNTING MACHINES 


Accounting Machine Export Corp. 
434 BROADWAY, NEW YORK 13,N. Y. 
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Revolution 


MAGINE a sizable manufactur- 
ing corporation, insurance com- 
pany bank or public utility 
functioning without its custom- 
ary hundreds or thousands of office 
employees. Where have the latter 
gone? Were it not for the primary 
and necessary emphasis on national 
defense, this question would consti- 
tute the most vital problem facing 


the country, demanding the serious 
attention of every segment of so- 


ciety. Even now, it is far from 
academic. 

We are entering a new industrial 
revolution. It is sometimes mis- 
termed the ‘‘white collar’’ revolu- 
tion, intimating it will affect only 
clerical and office personnel. <Ac- 
tually factory workers are equally 
threatened. But as concerns the 
office, it is entirely practical that 
new electronic ‘‘brains’’ and allied 
inventions can soon perform the 
basic office tasks now assigned to 
millions of white collar employees. 
The handful of these machines oper- 
ating successfully now forecasts 
their further widespread use, with 


the most drastic reduction in the 
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number of office workers. When 
portable size and greater flexibility 
are attained, remote control produc- 
tion in the office will be a fact. 

It has been pointed out accurately 
that the original industrial revolu- 
tion during the eighteenth and early 
nineteenth centuries created far 
more jobs than it destroyed. Its 
pace was relatively slow, however, 
lasting over a hundred years and 
allowing the time necessary to ab- 
sorb and relocate displaced families 
and unemployed workers. Yet even 
a casual study of its history reveals 
untold suffering amidst a disinte- 
grating society. To compress an 
equivalent revolution within ten or 
fifteen years, as is considered pos- 
sible by many scientists and students 
of this subject, would intensify 
chaos. Mass unemployment and dis- 
location would run far ahead of in- 
dustry’s ability to create new jobs. 

The present war economy renders 
this transformation unlikely for the 
immediate future. There is a labor 
shortage in both office and factory. 
But this situation itself cannot fail 
to encourage the development of 
more electronic and robot-type ma- 
chinery. When the materials lack- 
ing at present become available, the 
problem can turn into a crisis. 

You as an office manager have a 
responsibility in the forefront of 
this revolution. Start devoting time 
and thought to this whole new econ- 
cept of office work. How well you 
take the lead in meeting the chal- 
lenge and what solutions you pro- 
pose will help determine whether 
the new age becomes a blessing or a 
catastrophe. 
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Your gravest 
headache 

is one you 
don’t feel 


1) ERE vite eA 


- +» But—not so at American 

Brass Co.! There, Vs Less Help 
Handles 80% More Volume, 

with a Ditto “One-Writing’”’ System. 


It’s easy to change a method which you 
KNOW is wasteful. The more serious losses 
go on in systems which seem efficient, but 
are not. Looking at their operations in that 
new light many managers find amazing prof- 
its where none were apparent. Here’s how: 


In such routines as order-billing, produc- 
tion, payroll and purchasing, 90 per cent of 
the work is in rewriting the same data on 
different forms. This is a total waste of sal- 
aried time. It slows up and confuses opera- 
tions. It strains customer relations. IT 
WASTES PROFITS ENORMOUSLY. New Ditto D-45 


Yet with a Ditto “One-Writing” System, . . » the Ultimate in 
the writing’s done once, then duplicated in- Systems Duplicators 
stantly, mechanically, without error. There’s To Cut Rewriting 90% 
no rewriting. The procedure is streamlined. tn Such Psst ih 
Waste becomes profit. Cost cuts of 50 per 
cent and more, plus other benefits, are com- pcp sahuamereann 
mon with Ditto. Better write and let a Ditto 


Systems Engineer explain! 
Ditto, Inc. DI i i Q 
624 S$. Oakley Bivd., Chicago 12, Illinois j 
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6000,000 Firs of Hands... 


y's. over six million pairs of hands 


kave found Underwood the machine 
of their choice. 


Today, more than ever, typists the world 
over enjoy the fast, responsive keyboards 
of Underwood typewriters. 

Today’s Underwood Rhythm Touch De- 
luxe is the exciting triumph of more than 
50 years of pioneering and improvement, 
during which Underwood has built and 
sold more than six million office type- 
writers to successful organizations all 
over the world. 

Won’t you, too, try the different typing 
that is Underwood’s? You have only to 
call your local Underwood representa- 
tive. Why not do it today? 


Underwood Corporation 


Typewriters ... Adding Machines ... Account- 
ing Machines...Carbon Papers... Ribbons 
One Park Avenue, New York 16, N.Y. 
Underwood Ltd., Toronto 1, Canada 


Sales and Service Everywhere a ‘a “s, 
od 


<The unverwoon Riythn; Touch, pewxe 


... made by the Typewriter Leader of the World 








